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POLICIES AI{D PROCEDURES Wt
PREF'ACE

Puroose and Scooe. This Manual is a compilation of the Policies and Procedures approved by the

Board of Directors (BoD) and the Board of Trusts (BoT) that curreirtly apply. The Policies and

Procedures are subject to the Bylaws and provide guidelines for conducting the aftirs of the MCC;

ttrey give details on certain poinb, and cover situations not addressed in tbe Bylaws. The,, are arranged

in three topical groups: Financial, Operational, and Administrative. Other groups may be added as and

when needed.

Process. The Manual was dweloped by the Bylaws, Policies and Procedures Committee (BP&PC),

ufiich reports to the BoD and BoT. The initial draft was prepared in August 1997 with a large amount

of new material and sonp prior documents (dattlg back to 1983), which had not been formally

approved. Thr€e revised versions were submitted to the Boards for comments, finally leading to tbis

document the formally approved "First Editiod'ofthe Policies and Prgcedures Manual.

Aooroach. The approach used in preparing the Manual is as follows:

. The P&P Manual is a top-lwel document. It is also a "living" documen! in the sense that it may be

frequently revised and updated by the tn'o Boards.

'. The Policies provide broad guidelines and fall primarily under the purview of the BoT. The

Procedures provide details of how various firnctions are to be performed and fall primarily under

the purview of the BoD. Proceduresi may be ctranged relatively easily in light of operating

experience, with BoD approval.

. Charters for Comminees shall be dweloped by the Board(s) appointing them. Deailed Procedures

for individual Committees shall be developed bythe Committees themselves. In cases where ad hoc

Chartem, Policies and Procedures erdst, they shall be reviewe4 updated, and formally approved by

the appropriate Board(s) before being included in the Manual or its Supplenrentary Documents.

g1.ne gptpC rnay be askedto assist in developing and reviewing this material.)

Supnlementarv Documents. An Employment Ilandbmk, Committees Ifandbooh a@ other similar

aoo*i"ts *itl be prepared as Supplements to the Manud, to address specific iszues in more detail.

Revisions snd Addenda. Items in the Manual may be revised from time to timg or new itenrs may be

add"d, *tth approval of a majority of the cognizant Board(s). After approval, the revised or new it€rns

shall be signJand dated by the Prpsident and BoT Ctr,airman, and shall be rnainained as Addenda to

the Manual till a new edition is issued.

New Editions. NEw editions of the eirtire Manual rnay be issued periodically, at the discretion of the

g"D a"d BoT, wheir a sufficient amount of new material has be€n developed and apprwed

Acknowledements. Members of the Comminee who prepared this Manual were: Dr. Iawaid Bashir,

Dt. SElrd H. nuttat i (Chair), Mr. Asghar Elahi, Dr. Sheik l{assan, Mr. Rashid lvlalilrdoonl Mr.

ZafferMirza,Mr. Sabir Ratunan' and Mr. FarazZubain. Prior documents were writen by Dr. Aziza'h

F. Mohammad and Mr. Arshad H. Qureshi, whose valuable contributions are acknowledged.

aol

-1ll-



POLICIES AI{D PROCEDTJRES ffiL

POLICIES

r. FINANCIAL POLICIES

1.1 TIIE FINAI\CE COMMITTEE

The Bylaws assip primary responsibility for financial matters to the Trustees, while the Directors are

responsible for operations, including preparing a budget and mainaining tle accounts. Thus, tbe two

Boards shall jointly establish a Ffurance Commitee (FC) to assist thenr in carrying out tbeir fiscal

responsibilities. The FC shall include the Chairman of the Trustees, the President the Treasurer, plus

adiitional menrbers appointed by the Boards. It shall report to both Bdards, and shall review and make

recommendations on all issues relatiqg to the budget, capital and reserve funds, invesitnents,

and other fiscal maners. Detaits of the charter and responsibilities oftbe FC are given in the

Committees }Iandbmk.

L.2 GENERAL FINANCIAL POLICIES

1.2.1. Objwtive and Motivation. The objective of these policies is to protect the integrity and

reputation of the MCC and its officers. MCC ftnds are a public trust, ad e(keme care must be

exercised in expenditures, particularly when services and materials are being procured from

contractors. No officers or members of MCC shall derive improper benefit from MCC fiinds, and any

real or apparent conflict of interest must be ivoided.

1.2.2. Disbursements and Collections.

(a) All firnds of ttle MCC shall be disbursed in accordance with decisions of the Directors and

Trustees to fulfill the obj*tives of MCC.

ft) Payments sball be madi by the Treasurer in accordance with established procedures only, which

require evidence that expenses were approved by an authorized person bdore they were incurred.

(c) All checls must be signed by two of the following three Officers: Treasurer, Presidenl and BoT

Chairman. The BoT Chairman must be one of thetwo signers for amouuts of $ 5,000 or more.

Wh€n soliciting funds for the MCC, it shall be clearly stated that checks or bank drafts, etc-,

should be rnade pa1'able to the order of the MCC and not to an individual. Also, orily tbe pres€nt

address of the MCC shall be specified as the address to which tb€ fimds should be sent.

Receipts issued by tbe MCC must have the MCC ad&ess Print€d on thern, and must be sigped by

the Treasurer or other authorized person.

(d)

(e)

(f) Collection boxes for cash donatioas shall be kept locked and only authorized persgns shall empty

thern periodically, in accordance with established procedures. Cash funds, when collecte4 shall be

Aumented by a receipt or voucher which is duly signed and dated by the Treasurer (or othr
authorized person) and a witness.

-l!



1.2.3. Measures to Eliminate Conflict of Interest.

(a) No Trustee or Director shall receive any salary or profiq direst or indircct, from the MCC. All
Tnrstees and Directors sball provide their services free of cbarge.

O) No percon by reason of office or membership becomes entitled to receirre or slrare in the assets,
properfy, or income ofthe MCC.

(c) A Trustee, Director, or other member may be reimbursed for reasonable and acbal glryens€s

incuned in behalf of the MCC, subject to the procedures for approval and reimbursement of such
expenses.

(O A relative of a Trustee or Director rnay be hired by the MCC and paid for services ren&rd
provided there is no conflict of interest. To comply with this requireinent, the Trustee or Director
concerned shall disquali$ himself from all decision*naking involving tbe aunrd of a job, contract,
or other financial beirefit to his relative.

(e) Members and their relatives may be hired by the MCC and paid for their services, provided prior
approval ofthe BoD has been obained.

(f) Members and their relatives sball not be excluded from consideration when the MCC is awarding a
contract for services or consultation, such as building repairs or improvements, insslsiss, legal or
accounting s€n'ices, printing, etc. They may h awarded a contract if they are found to be befrer
than the other candidates under consideration (or as good as others viho are non-members).
Howwer, a special effort sball be nude in such cases to avoid any possible conflict of interest and
to make sure that the MCC is receiving firll value for its outlays, €.g., by obaining multiple bids or
other means. No such contract shall be awarded to a Trustee or Director, or to an organization in
which a Trustee or Director has substantial interest.

1.2.4. Use of MCC Facilities for Financial Benefit
(a) Lease or rent of any part of the MCC buil.lings or grounds to air individual or an organization to

rur a cotnmercial eirterprise (u&ether on its own or under the auspices of tbe MCC) sball be
pennitted only after approval by Trustees and Active Members, as specified in the Bylaws. In
negotiating the contract, the Directors and Trustees shall malrc wery effort to secure the best
possible terms for the MCC. If the individual or organization in quetion is in any way related to a
Trustee, Director, or Member, ttris fact sball be clearly stat€d in the report seeking approval of
Active Members.

(b) A lease for any o<tended period (more than one week) free of cbarge shall alss be considered a
lease or rental, and it shall require approval by Active Members. Howerrer, permission to use the
frcilities for a short perid (up to a week) free of charge rnay be granted by the BoT on
recommendation of the BoD.

(c) No sales or commercial activities are allowed in MCC buildings or grounds, unless such astiviti€s
are authorized by the BoD and approved by the Trustees, and are for the benefit of the MCC.

1.3 POLICIES FOR HOLDING FI]NDS

1.3.1. Policy on Interest. It is well-hrcwn that *riba'is prohibited by the Quran, but scholars diftr in
their interpretation ofwbat is covered by riba. Thus sweral religious scholan qualified from Al Azhar
Llniversity hold the opinion that income from interest-bearing bank accounts (such as checking or
saving accounts and certificates of deposit) or from invesonent in interest-bearing porfolios (such as

bonds and securities) is not rib4 while other scholars hold the opposite opinion. The MCC policy is to

n
-t- ,-



accept such income and use it to support routine operations. To prwent any possible objection on
religious grounds, interest income shall not be used for thir construction or expansion of the Masjid;
similarly, ftnds eamarlced for the N{asjid shall not be kept in interest-bearing accorrnts or invesfinents

ftut they may be invested in mutual funds or other financial instrummts which do not produce interest
income).

1.3.2. Accounts and Investments. All funds of the MCC shall be held and maintained in one or more
bank accounts, certificates of deposit, or invesEnents in financial porfolios, subject to approval of the
Trustees. No investnents shall be made in speculative ventures. Approval of Active Menrbers shall be
obtained for those invesbnents where suc,h approval is required by the Bylaws.

1.3.3. Treasurer and Accountant. The Treasurer shall maintain the accounts and submit monthly and
qua{€rly repcrrts to the BoD and BoT showing details of transactions and account balances, as firrther
detailed in the Procedures. The Treasurcr shall be assisted by a qualified volunteer and/or a paid book-
keeper or accountant (individual or firm) to do most of the routine bm-k-keeping and accounting work.
The Treasurer shall eililre tlrat various reports and tax payments are submitted to.stats and federal
authorities on schedule, and insurance prenriums and other payments are made when due.

1.3.4. General and Special Funds. The total MCC ftnds are broken doun into General Funds and
Special Funds. The primary souroes of General Funds are menrbership dues, general 'tnrestricted"
donations, fiurdraising ef,'ents, hall rsrtals, inveshnent incorrc, etc. Specid Funds (sometimes called
"Restricted" Funds) are funds earmarlced for specific purposes, such as l\dasjid Fun( Zakat and Fitra
Fun4 etc. (Sadaqe which is usually meant for general charity, may be considered either a general

donation or a Special Fund.) The Treasurer shall show the Special Funds separaely frorn General
Funds in his reports

L3.5. Ooerational and Capital Reserves. 41ftff qsslu.ling the amount budgeted for routine operations, a
part of tbe remaining available Creneral Funds shall be put in an Operational Reserve Fund, and

another part shall be put in a Capital Reserve Fund, while leaving the balance in tle General Fund. The
arnounts to be put in the Reserve Funds shall be determined by the BoT, with advice of the Finance

Committee.

I.4 POLICIES FOR ITYVESTMENTS

1.4.l. Financial Portfolios. A part of thE General Funds, and a part of the Capital Reserve Fund, may
be invested by the BoT in financial porfolios, such as muhral fiinds, stocls and other financial
instnrments. However, because of their inherent rislq such invesfinents must be made extremely
judiciously, after consultation with a professional financial advisor and review by the Finance

Committee. The Special Funds, arnounts budgaed for routine operations, and the Operational Reserve

Fund must be kept flui{ and should not be invested io any long-term or risky porfolio.

1.4.2. Limits on Investrnents. The amount held in an inveshment portrolio whose value is subject to risk
shall not exceed 25 per cent of the total cash assets (including all Special Funds, Reserve Funds and

general firnds) in the beginning of the fiscal year. Thus, no additional investrrents in such portfolios

shall be made in any year if the portfolio already equals or exceeds 25 per cent of the total cash assets.

I{ howwer, the value of the oristing portfolio increases due to appreciation, then it will not be

necessary to reduce ttre portfolio to keep it within the 25 per c€nt ceiling.

-3-



r5 POLICIES FOR BORROWING

1.5.1. Reasons and Approvals for Bonowing. MCC shall borrow fimds only for major projects, and
only after successive reviews and approvals by the Finance Committee, the two B@rds, and Active
Members. Normally, the amount borrowed shall not orceed 30 per ce,nt of the estimated cost of the
project.

1.5.2. Types of Loans. MCC shatl borrow pre,ferably through interest-free loans from members. The
loans may have a specified repaynrcnt schedule, or they rnay be Qard+-hasana (which does not have a
firm repayment dale, and may be changed to donations ov€r a nunrber of years, at the lender's
discretion).

1.6 POLICIES FOR LENDING BY MCC

t.6.1. General. The MCC rcsouroes arp to be used to support its religious,. educational, and charitable
purposes. Although the MCC is not a lending imtitution, a portion of its resources may be used to grve
loans to organizations or needy individuals, consistent with its purposes. Such loans shall be interest-
free, because the MCC does not wish to benefit from giving the loan. Funds for the loans shall be taken
from Sadaqa and general funds, not from any Special Fund which is earmarked for other puqser.

1.6.2. Types of Loans and Protnissory Notes. [,tQQ shall give two 5'pc of interest-free loans: Qard+-
hasana or Ordinary loans. A Qad+-hasana is an interest-free loan which hac an eryected (but not firm
or rigorors) repaymqtt schedule, and is written offas a donation if the borrower cannot repay it. An
ordinary interst-free loan is given with a firm specified repayment schedule and may require a
collateral or a cosigner to guarantee repaymeut. For all loans, the borrower shall be required to sign a
promissory note statiqg his obligation to re?ay the amotmt and the repayment schedule. (See

Procedures for details.)

1.6.3. Loan Approval. Loans must be approved by the BoD and BoT on the recommendation of tbe
appropriate Committee - normally the Religious Aftirs Committee for loans using Sadaqa donations,
or the Finance Committes for loans using general funds. In an emergenry, the Presidenrt and the BoT
Chairman may approve a loan of up to $ 1,000, after consulting the Directors and Trustees.

1.6.4. Criteria for Loans. Inans may be glen to organizations or individuals, after due consideration
of tqrc crircria: the borrorer's nee4 and his ability to repay the loan in a timely manner. For an
organization, tlpical cases of *need" ar€ when i1 ;5 luilding a masjid or some other project, has used

its own firnds for a major part (say 90 per cent) of the cost, and nEeds a loan to complerc the rpsL For
an individual, t5pical cases of *need" are,where he/ sh has lost a job, bas had serious illness or
accident ia the frrnily, or is frced with some other ernergency. (See Prccedures for horr to determin€

nee4 assess r€paym€nt abillty, veriff frcts, and other considerations.)

1.5.5. Limits on Loan Amorrts and Repayment Schedules. Tlre maximum amoud to be loaned to an

organization is $ 10,000, with repayment in I to 3 years. The modmum amount to be loaned to an

individual is $ 2,000, wit} repayment in 6 months to I par. Thc total amount of outstanding loans at
any time shall not er(ceed l0 per cent of the general fund.

'4-



I.7 POLICIES FOR DONATIONS BY MCC AI,-

1.7. 1. General Constraints.
(a) No donation or contribution shall be made from MCC firnds for a political purpose or to influenrp

legislation. QRS regulations allow such orpenses by a ta(-exempt organization, if they are a small
fraction of its total expenditures; howwer, the MCC has decided notto make any such donations.)

(b) Donations to individuals or organizations abroad shall be made only after ensuring tbat they
comply with IRS regulations. This requires due scrutiny of the recipient's needs and credentials,
and eruuring that the donation will be used for purposes consiste,nt with religious, educational and
chariable purposes of the MCC, which qudrry it for ta,x-exemption under Sec. 501(c)(3) of tbe
Internal Revenue Co&.

1.7.2. Donations from Fitra and Sadaqa Funds. MCC shall accept donations earmarked for Fitra and
Sadaqe" and shall distribute them through the Religious Afrairs Committee, or its Fitr4 Sadaqe" and
Zakat Subcommittee, in accordance with the Quran and the Sharia' (Islamic Law).

(a) Fitra should be distributed :rs soon as possiblq so as to allow needy individuals to celebrato tbe
Eid. Preferably, the total amount of Fitra received should be distributed within a week after it is
received.

(b) Sadaqa is a general donation, which may be used for any worthy charitable cause. It does not have
be distributed immediately. MCC may use the Sadaqa to support its operations and activities, or to
give donations or loans to deserving individuals and organizations

.1.7.3. Donations from Zakat Funds. MCC shall acc€pt donations eanna*ed for ?-akat and shall
distribute them through the Religious Aftirs Committee, or its Fitr4 Sadaqa and 7-akat
Subcommittee, in accordance with the Quran and the Sharia' (Islamic Law).

(a) Zakat should be distributed only to individuals or organizations who qualify to receive T,alrat

ftnds. The Quran specifies thzt Takat can be used for (l) the poor, (2) the needy, (3)
adminisration of these finds, (4) converts who need support (5) ransom of captives, (6) those in
debt, (7) wayfrrers in need, and (8) @uses in the way of Allah.

(b) According to sctrolars from Al Azhar University (including Irnam Abdul Rauf of the Istamic
Center of Washingtoq D.C.), the operation of a religious, charitable or educational institution
qualifies forZakztas a "cause in the way of Allah." Thus, it is MCC policy to retain up to 50% of
tte Zak^t funds for MCC operations, and to donate the remaining firnds to needy individuals and

organizations.

1.7.4. Administration of Fitra Sadasa and Zakat Funds.
(a) Since Fitra" Sadaqe" andT-akat are unbudgeted items, authority to incur expenses from these firnds

rests primarily with the Trustees. Thereforg the entity (Commitee or Subcommiuee) which has the
authority to distribute these funds shall include at least one Trustpe.

O) Ttre entity with authority to distribute Fitra, Sadaqa" andZakzt funds shall be allocated $ 5,000 of
such firnds. It shall submit a report to the BoT after it has distributed this arnount, and if the BoT
is satisfied with the report, it may release another $ 5,000; this prcness shall be repeated till all
such funds for the year are used up.

-5-



(c) This entity shall develop procedures for:wierv -l otigogl applications for donations from such
' - 

finds, especially for T.zkatdonations. Tbe procedure shall include verification of the applicant's

need and urhether he qualifies for 7"ak* normal limits on the amount donated to one person or

organization, handling bf €meryency situations, and relaf€d mafiers. Special care shall be orercised

to maintain confidentiality and to avoid any real or apParcnt conflict of interst.

-6-



POLICIES (Contd.)

II. OPERATIONAL POLICIES

2,I GENERAL OPERATIONAL POLICIES

2.1.1. Objective. The Bylaws spell out the respective roles of the Tnrstees and Directors, require that
the npo bodies work in harmony, and contain a brief discussion of isnres relating to Committees. The
objective ofthe Operational Policies is to provide additional guidelines for these items.

2.1.2. Roles of Tnrstees- Directors. and President.

(a) The Trustees shall dwelop goals and long-term strategies for the MCC. They shall periodically
review and update these, in light of circumstances and discussions with Directors and Active
Members.

O) The Directors shall be responsible for implunenting various prog"r*r under the guidelines
provided by Trustees. They shall keep the Trustees informed of their plans and activities, and shall
seek guidance of Trustees on major issues, insluding any issues specified by Trustees as requiring
consulation.

(c) The BoD as a whole shall be responsible for implernentation and operations, while the President
shall exercise general supervision of the day to day activities. Thus, the role of the President is to
carry out the decisions of the BoD and to supervise day to day activities. The President shall not
make any decisions that properly belong to the full BoD, and shall not speak or act in behalf of the
BoD without proper consultation. The President may delegate some of his responsibilities to the
Vice Prcident (if tbe BoD has elcted a VP).

(d) In an emergency, ttre President and/or BoT Chairman may take appropriare action in anticipation
of approval by the BoD and/or BoT for matters that fall in their respective jurisdictions.

(e) Roles of Committees. The BoD and BoT may establish separat€ or joint Commiuees, determine

their charten and responsibilities, and appoint their Chairmen. The primary firnctioa of the
Committees is to do the deailed legwork and dwelop plans of action for various iterrs assigned to
them. A Committee shall proceed with implemenation only after express approval by the
appointirig Bmrd(s). The Board(s) may authorize implemenation of a limitedtask or a sequence of
tasls, instead of a complete projecq and may require a report at the completion of various steps

before authorizing firrther implementation

2.2 POLICIES FOR MEETINGS OF TRUSTEES, DIRECTORS, AND COMMITTEES

2.2.1. Regular Meetings of Trustees. Directors. and Committees.
(a) All regular meetings of the Truslees shall be open to participation by Directon, and vice versa.

Participation means the ability to orpress views and take part in discussion, without the right to
vote or to make a motion. Notice of the time, place, and subject of a meeting of the BoT shall be

given to the President (or in his absence, to the Secretary) at least nro days before tbe meeting
unless the meeting is being calld on an emergency basis, in which case the notice shall be given as

promptly as possible. Similar notice of meetings of the BoD shall be given to the Chairman of the
Trustes (or in his absencg to anotber Tnrstee).

F'
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O) All meetinp ofthc Committees shall be open to participation by Trustees and Directors, regardless

of whether or not they are members of the Committee. Participatim mea$t tbe ability to express

views and take part in discussioo, without the right to vote or to make a motion. Committee

meetings shall also be opento atlendancp by Active Mernbers.

(c) All regular meetings of Tnrstees, Directors, and Commirees, shall be open to attendance (as

distinct fron participation) by Active Menrbers. An Active Member may participate in discussion
only if he is invitd or permitted to do so by the person chairing the meeting; howwer, participation
does not include the rightto make a motion or vote in Board or Committee meetings. Minutes of all
regular meetings of the Boards and Committees shall be open to inspection by Active Members.

2.2.2. E:recutive Sessions. The BoT and BoD may hold Executive Sessions, if the topics to be

discussed are considered "sensitive" or "confidential'by the partiorlar Board, Typical oramplc are
when an individual's privacy is involved (appointnents, terminatiors, renroval from mecrbership or
office, etc.) or when the MCC position vis a vis an outside organizatior is to be developod. Atendance
in an Executive Session shall be limitd to only members of the particular Board and to others invitd
by the Chair. Tbe agenda of the E:rcutirrc Session need nd be published ah€ad of time, and

distribution of the full minutes of the Executive Session may be limited to only menrbers of the
particular Board involved. However, decisions talcn in the Executive Session must be reported in an

open documed and must be available to both Boards as well as to Active Members. A Committee may
hold an E:recutive Session only with the approval of the Board tbat appointed iq policies about
attendancc, agend4 and minutes for such sessions shall be similar to those for Executive Sessions of
the Boards.

2.2.3. Informal Meetings. The BoD, BoT, and Cqnnrittces may hold infornat meetings to exchange

ideas on issues to be discussed at future formal rneeting; or to identify new issues. Because of their
nature, such meetings may be held without general notice, and it is not necessary to maintain their
minutes; by the sarne token, any decisions taken in thee meetings sball be treatpd as informal and non-

binding.

2.3 POLICIES FOR GENERAL AI\D SPECIAL MEETINGS

2.3.1. The Annual Meeting. The Bylaws require that tbe Annual Meeting be held during tbe last trryo

weeks of March. Normally it shatl be held on the fourth Saturday of March. ftrowerrer, the BoD may

choose to hold it on a different dat€ in the second half of March, subject to concurrence ofthe BoT.

2.3.2. General Meetings. At teast one additional General Meeting of Active Members shall be held in

each calendar year besides the Annual Meeting. This meeting shall be held tpicalty betrreen

September and December, and its date shall be determinedjointly by the BoD and BoT. The purpose of
this nreeting is to allow menrbers to b€ar progrers r€ports, exchange idsas, and give guidance to the trro
Boards.

2.3.3. Seecial Meetings. The BoT or the BoD may call a Special Meeting to address specific issues.

Policies and procedures regarding the meeting notice, voting eligibility in view of the requirement of 12

months of prior menrbership, absentee ballots, etc., shall be similar to those applicable to the Annual

Meeting.
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2.4 POLICIES FOR TIIE NOMINATING COMIIflTTEE AND ELECTIONS PROCESS

2.4.1. The Nominatins committee. The NC consists of a Ctairnran elected in the prwious Annud

M*tir& 
",rr"nbrriifioTt"a 

uy-tttr BoD, and a menrber appointed by tlte BoT, as specified in thc

Bylawsl'The NC shall attempt to get unanimorrs agreement on all its decisions, but if this is not

possible, decisions shall be tur.* Uv t*jority vote. Rcsponsibilities of the NC include those assigned to

it io tfr" Bylaws - namely soficitinj nominations for various positions at the Annual Election'

scrutinizing-the validity of nominations, ard presenting arepol to the BoD before the meeting - plus

additional duties ttrat may be assigned to it by the two Boards. Detailed procedures for carrying out

these responsibilities andduties rtratt Ur developed by the NC and approved by the two Boatds. Tbe

NC shali also conduct the election process, i.e., issuq receivg and corurt abs€ntee bdlots and regular

ballots, and report the bafloting results to the Annual Meeting. The NC may co'opt a number of

volunteers to assist it in tbe distribdiorr, collection, and counting of ballots.

2.4.2. Election process. The Elections shall be conducted during .the Annual Meetinq by- the

@c), in accordance with established procedirres. The procedures shall have

the objectiie of ensurinj 
" 

6ir, open and transparcnt election, and shall be developed by the NC in

collabiration with the ip&pc, and approved by the nro Boards. The procedures shall spec& the

steps in the election process andtheir r.hrdul", such as: (a) issue a call for nominations, (b) make a list

of menrbers wno are eligible to run for various positions, post it on a notice boa[4 and recti$ any

errors tlnt may b roon4 (c) receive the nominations, (d) veriS if the nominees are willing to ttul (e)

prepare a list or nominees'who are eligible and willing to nrn, and report it to the BoD before tbe

.t*tion meeting, (D issue and receive 
"br*to 

ballots to members, and receive them back before the

election meeting G) solicit and validate additional nominations frqn the floor during the election

meeting Ol AJriUlurc and collect regular ballots in the election meeting (i) count the absentee and

regulf-balioc, 0) report the results, etc. The candidates shall be invit€d to appoint Obserrrers to

,ioito, tbe bauoting and counting procedures to ensure a fair and open election. Absentee ballots must

be picked op prrrorrilly or requesied by rnail, and must be returned personally or bymail so as to reach

tlreNC no later thai24 troun Uefore the start of the Annual Meeting in accordance with detaild

procedurs established bY the NC.

2.4.3. Elisibilitv criteria. The NC shall establish procrdures and criteria to be used in scnrtinizing and

""ltdrtl"g 
th. .ltgtUfrty of canOidatc for the office of Director, get thern approvd-bl the two Boards,

*J 
"pprl 

o"m Jricuj and frirly in all cases. In particular, the NC shall follon, decisions of tbe Bmrds

when iaetmining r"*i". on a Committpe, tltt lenglh of such service, and length of Active

MembershiP:

(a) For service on a Comminee (including a School Commiree), the list of Cornmitree Menrbers

submitted by the Committee Chairs ot tttr S.Jt*l Principals shall be treated as correct' unless tlrere

is a dispute (in uftich case see the no<t paragraph)

(b) For service on a Commi tiltr-, a'!ear" is considered to be equivalent to 9 months of service during

the preceding 12 montbs. Creditfor a year of service may be received by serving on two or more

committees in sequence ftut not simultaneously) for fractions of a'!ear'"

(c) For ttre required duration of Active Membership, any prior Active Mernbership shall be ignored if
it was folloriled by a break of more than one year in membership.

(For Trustee, the requirements are easily verified if the candidafie has served as a Director for 3 years')
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2.4.4. Resolving Disputes. In cases where the NC cannot corne to 3 rrnanimous decision regarding tbe
eligibility of a candidate, the matter shall be referred to the President for Committees of the BoD and
Schools, or to the Chairman of the BoT for Committees of the BoT. The decision of the President or
the Chairman of the BoT shall be binding on the NC. Howwer, the decision may be challenged in tbe
Annual Meeting, and certain nominees rnay be addd or deleted from the list of eligible candidates by a
two-third majority of the Active Menrbers present and voting.

2.5 POLICIES FOR COMMITTEES, PROJECTS, Ar\D APPOINTED POSTTTONS

2.5.1. Committee/ Project Crcation and Reporting. The Bylaws stipulate a minimum of seven Standing
Committees: Buildings & Facilities, Ixlucation, Fundraising Membenhip, Nominating Public
Relations, and Social & Cultural Committees. The President and the BoT Ctairman may create or
establish additional Commitees and Projects, separately or jointly, with . the approval of the
corresponding Boards. The creation of a new Committee or Project and its Charter and Reponsibilities
shall be recorded in the minutes of the cognrzmt Board(s), and shall be included in the Committees
Ilandbook for ready reference. A Committee or Project shall rcport tb the Board(s) which created ig
and shall submit stahrs reports as requird by the Board(s).

2.5.2. Committee/ Proiwt Chainnan. The President/ BoT Chairman shall submit the name of the pro-
posed Chairman ofthe Committee or Project to the Board for apprcval. Preferably, the Chairman of a
Standing Committee (o<cept the Nominating Committee, whose Chairman is directly elected) shall be a
current or past Director or Trustee, i.e., someone who holds or has held an elested position. The
Chairmen of other Committ€es or Projects may be from within or outside tbe Boards. Chairmen of alt
Commiuees/ Projects must be Active Members of the MCC in good standing. The Preside,nt/ BoT
Cbairman may not assig the Chair of more than one Committee or Project to a Director/ Trustee as

long as some menrbers oftbat Board are without zuch assignment

2.5.3. Commiuee/ Project Corneosition. Within thirty (30) days after approval of the proposed

Chairman, the Chairman shall submit a list of the names of his Commitee or Project members (a

majority of whom must be Active Members of the MCC), a work plan, time schedule for compl*ing
the assignmurt, and budget allocation request, if any. The BoDl BoT shall discuss and approve the
plan and the budget with modifications, if ncessary.

2.5.4. Expendihrres and Acrountg. Approval of a Committee/ Project budget does not mean automatic

approval of expenditures. Requests for proposed expense must be submitted to the President for
approval before checks can be issued. Commitees/ Projects :re not allowed to op€n bank accounts or
hold cash (beyond petty cash) without specific permission of both the BoD and BoT. The Committed
Project shall maintain its accounts and zubmit periodic reports, as detailed in the Procedure.

2.5.5. Disciplinaqv Action. The President or BoT Chairman may take disciplinary action, includirry
rernoval ofthe Chairman or a member of a Commitlec or Project, subjec{ to approval of the cognizant
Board. Such action can be taken only for non-perfonnance ofthe assigned tash or for not attending

several meetings during the year. A year for this purpose starts when the Comminee or Project

Chairman is appointo{ and ends thirty (30) days before tb nerc following Annual General Body
Meeting.
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2.5.6. Term Limits for Appointed Leadershin Positions.
(a) Reason. The MCC depends on its volurteer mernbers to provide services to the community, and

therefore members are encouraged to participate in and lead various Committ€es and Programs. At
the same time, it is important to offer leadenhip roles to :ur nany mernben as possible who are
wiling and able to take on the responsibility. Thus, a periodic change ofpersons holding leadership
positions is desirable to allow broader participation and to inftse fresh energr and new ideas. Tbis
policy is in keeping with the spirit of the Bylaws, which impose term limits for Directors, Trustees,
and President.

(b) Durations of Appoinurnent and Reappointnent. An individual rnay be to the position of a
Committee Cbairnran or similar leadership position for a one year tenq renewable for no more
than trro additional one-y€ar terms. After serving three consecutive years, he may be reappointed to
that position only after a break of at least one )car. Howwer, he may be appointed to another
leadership position without a one-year wait. (( 1)

(c) Positions Covered. The leadership positions covered by this polioy arc: Chairmen of Committees
appointed by the BoD and Bol Principals ofthe Week-end schools, Sponsors of various Programs
(such as Youth Programs, Summer Camps, etc.), Project Managers of construction projects, and
similar positions. In case of doubt whether a particular position is subject to terrn limit, the
decision of the particular Board responsible for the appointnent shall be fnal.

2.6 POLICIES FOR MEMBERSHIP AND MEMBERSIilP LISTS

2.6.1. General. It is MCC poliry to invite and encourage menrbership in the organization. Tbe Bylaws
provide two tlpes of membership by application - Associate Member, and Active Merrber - wi&
different criteria, rights and privileges, ard dues. Individuals wbo are marginany hterest€d in
participating or volunteering to help in various MCC programs, or whose visa stahrs does not qualfy
them to be Active Members, may be acceeted as Associate Members initially; their status may be
changed to Active Members afrer a year if they so desire and if they meet other criteria for Active
Membership.

Applications for membership are processed by the Membership Committee (MC), and final decisions

are made by the BoD. A major responsibility ofthe MC is to develop criteria and procedures to process

the applications and to get the applications approrred bythe BoD.

2.6.2. Membership Lists. The Membership Commiree (MC) sball rnaintain a list of all Active
Members in good standing (i.e., Active Members who have paid their dues for the curre,rt year), and

shall update the list every three months. The MC shaU p1sparc a List of Eligible Voters - i.e., Active
Merrbers in good standing as of the deadline for membership renewal that year - and shall post this
List on a notice board by March L After correcting any errom that are brought to its attentioq tbe MC
shall prepare the Final List of Eligible Voters. The Secretary shall use this list as the primary s{xrrce
(with additional inputs from tlre President and the Treasurer, if any) to prepare a certified list ofActive
Members in good standing, as required in the Bylaws.
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2.7 POLICIES FOR NON-SPONSORED ACTIVITIES

Z.l.t. Oenerat It is MCC pohcy to support activities of sister Islamic organizations by publicizing

their programs. MCC also welcomes the use of its frcilities to serve the community, and encourages

volunteers to organize religious, educational, social and cultural activities and sports prqgrams. Thus,

MCC may allow certain "non-sponsored activities" to be conductd at MCC prenrises, i.e., astivities

that are not sporsored by the MCC and whose content is not csrtrolled by ttte MCC_. Permission to

conduct such activity does not imply that it is endorsed by the MCC, or tlrat MCC accepts any

responsibility for it. It only signifies that th€ activity is d€enred appropriate as a service to the

co*munity, and it may h conducted at the MCC prunises, subject to compliance with approved

procedures and rulc.

2.?.2. Procedures and Rules. The MCC Board of Directors (BoD) has the responsibility to eosure that

activities conducted at the MCC are consistent with its cbarter, and that MCC frcilities a^re not used

free of clrarge for personal or @mmercial profit. Therefore, the -BoD shall develop and adopt

appropriate procedures and rules that apply to non-sponsored activitie at MCC premises. The rules

may includapayment of a certain fee by the organizers, or a share of the proceeds if the activity is

income-producing.

2.7.3. Enforcement of Rules. Copies ofthe Rules shall be postod in the Mosque and the Main Building;

and all parties are requested to cooperate in their implenrentation. The Presidot and Chairmen of
appropriarc Committees identifid in the Rules shall be respo'nsible for ensuring that the spirit and tbe

f*ier of 1[g Rules are strictly observed. The appropriate Cqrurlittee Ctairman shall have the authority

to interpret the Rules; hopwer, ifthe organizers & not agree with his interprdationr tloey may appeal

to the President for review, and the President's decision shall be fnal.
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POLICIES (Contd.)

III. ENUNTSTRATIVEPOLICIES

3.1 THE AD1VilNISTRATION COMMITTEE

The Bylaws assig primary responsibility for finaricial matt€rs to the Trustees, while the Directors are

responsible for operations. "Administration" is defined to include rnatt€rs relating to employment and

rtaffog, running a full-time school, procurement of goods and service, award of contracts, retention of
professional consultanb, etc., all of which involve financial as well as operational issues. Therefore,

the two Boards shall jointly establish an Administration Comminec (AC) to assist them in carrying out

their responsibilities. The AC shall include the BoT Chairman, President Treasurer, Secretary, plus

additional members appointed by ttte Boards. It shall act on behalf of ttre two Boards on administrative

rnaters, and shall review such issues and malce recommendations to the Boards, as appropriarc.

Details ofthe charter and responsibilities ofthe AC are given in the Committees llandbmk.

3.2 GENERALN)MIMSTRATIVEPOLICIES

3.2.1. Scop. Administrative policies shall cover issues concerning ernployees, contraclors, and

professiopal consultants (such as I-egal Counsel, Financial Advisor, Auditor, Engineer/ Architect), and

others who are paid for services rendered. Some Policies are outlined in the following Sections; tbey

need to be expanded and new Sections have to be added as the need arises. Note that several positions,

such as hnarL Youth Counselor, Teacher, Sumnrer Canrp Coordinator, Custodian, etc., may frll in the

category of Employee or Contractror; in these cases the appointnent letter shall speciry the category.

3.2.2. Approval and Implementation. Adrninistrative Policies shall be approved by the BoT, while

Administrative Procedures shall be approved by the BoD with concurrence of the BoT. Implemenation

of Administrative Policies and Procedures is the responsibility of the Administration Commifiee,

working in behalf ofthe BoD, and subject to ovenight by the BoD and BoT.

3.3 POLICIES FOR EMPLOYMENT

3.3.1 Employment tlandbook. All matters concerning paid positions shall be covered in a document

called 'Employment Flandbooh" which is prepared by the BP&PC and approved by the

Administration Committee on behalf of ttn BoD and BoT. It shall contain policies and procedures

relating to hiring and firing, performance rwiews, promotions, benefits (health insurance, vacation,

sick leavg etc.), disclaimers, and other personnel matt€rs.

3.3.2 Appointrnents and Terminations. Appointnents to, as well as termination of, paid positions shall

U" t""4" W the President, subject to approval of the BoT Chairman. The President and BoT Chairman

shall consult with their respective Boards and obtain their concurrence before making these decisions;

to avoid delays, such concurrence may be obtained by telephone or in a joint meeti4g of the two

Boards. In case of urgency, the President may make a provisional appoinfirent or may suspend an

employee, subject to firture approval of the BoT Chairman and concurrence of the two Boards. An

*tptoyo;r appoinfnent letter shall specify the nahrre of work, hours of work per week, salary,

benefiis (insurance, vacation, sick leave, etc.) and other terms and conditions; it shall dso state the

person towhom the employee will report. (An employee shall normally report to the President directly

or through a designated p€rsoq who may be the cogrri":rrt Committee Chairnran or another employee.)
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3.3.3. Hiring Process. Policies and procedures shall be dweloped to describe the hiring prooess,

including preparation of a job description, statement of tbe required qualifications, selection crit€ri4

and other relevant conditions. The best available persons shall be selected for any paid positions, a$er

appropriate searcb or armounoements, review of the qualifications of applicants, intewiews, etc.

SAecdons shall be made witbut rcgard to race or national orign. Certain positions, such as the Imart
shall be filled by men only, consistsrt with Islamic tradition. Special care shall be taken to avoid actual

or apparent conflict of interest or nepotism. (See tbe Procedurcs section for details of hiring

procedures.)

3,4 POLICIES FOR CONTRACTS

3.4.1. Contracts and Conhactors. A contract obligata a contracSor to perform a certain task for a
specified amount of money and within a specified time. Examples of contracton aro an accounting firm
(or an accountant who is not an MCC onplqree but performs the service under corfract), a persoD or a

company who carries out rcpair or maintenance jobs, e1 3 $uilding contrartor for a construction

ptoject. (A purctrase order to buy equipment or materials is not a "cbntract" for the putPose of this

Section.)

3.4.2. Contract Awards. A contract for up to $ 1,000 may be signed by the Presidelrt without

consulting the BoD, if the itenr is included in the approved budget. A contract above $ 1,000 but up to

$ 5,000 itratt Ue signed by tbe President after approval by the BoD and concurrence of the BoT

Chairman. A contract exceeding S 5,000 shall be sigped by both the President and the BoT Chaiman,

after approval by the nro Boards. Coffracts with builders, €ngineers, and architects for amouds

ex@ing $ 5,000 sball be rwiewed by the l*gal Counsel before they are awarrded.

3.4.3. Contract Manager. The Presid€ot shall designate an individual as the Contract lvlanager (CM)

for each contract. For a contract above $ 5,000, the President sball name the CM only with the '

approval of the BoT Chairman. The CM shall normally bc the cognizant Commitee Cbairman or
projat Manager; he shall have tbe authority to grve day-today directio! to th9 Contractor, approve

completion of certain portion of the work and recommend payments, and authorize routine changes in

direction or changes in workor&rs. Hower€r, any changcs which are "significant' in the opinion of
the President or the BoT Cbairman must receive his/their approval before tbe CM authorizes or directs

the Contractor to implement tban.

3.5 POLICIES FOR PROFESSIONAL CONSULTANTS

3.5.1. Professional Consultants. Services of a Professional Consultant (LeC Counsel, Financial

Ad"t*t, A"dit"t, Engineeri fuchitect, etc.) can be retained or terminated only under the signatrue of
both thePresident .tta O" Chairman of Trustees, after approval by the BoD aod BoT. Appointnents of
professional Consulants shall be made after diligent search by the Board(s) ard due consideration of
their fees. Prefereirce shall be givm to Muslim professionals'
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3.6 POLICIES FOR TIIE FTII,L TIME SCHOOL

3.6.1. Establishment of a Full Time School. MCC shall establish and operate a Full Time School at the

MCC, in conformity with the MCC bylaws and MCC's ta(+xernpt status under county, state and

federal laws.

3.6.2. Full Time School Committee ffTSC). A Full Time School Committee shall be appointed to
supemise school operation. The FTSC shall consist of trro Trustees (appointed by the BoT Chairman
with approval of the BoT), and two Directors (appointed by the President with approval of the BoD),
plus up to three additional members. One of the Trustees or Directors shall be appointed as FTSC
Chairman; the appointnent shall be rnade by ttp Presidmt with approval of the BoD, subject to
ratification by the BoT. The I to 3 additional members of the FTSC must be Active Members of MCC;
they sball be select€d by the FTSC ChairmarU with concurrence of the other Trustee(s) and Directo(s)
serving on the FTSC. The Principal of the Full Time School shall be an ex-officio member of the
FTSC without a vote in the Committee. The FTSC shall report to bottrBbarAs (BoD and BoT).

3.6.3. Responsibilities of the FTSC. The FTSC shall oversee the operation of the Full Time School,
while the Principal runs the school. Ttrc FISC Chairman shall be ttte link between the FTS and the
BoD on all matters relating to the school; the Principal may help the Chairman in his interaction with
the BoD, as needed. The FTS Committee shall be responsible to:

(a) Prepare job descriptions, tenns and conditions for salary, benefits, e!c., and policies and

procedures for school employmen! for approval ofthe BoD;

(b) Select a narne for Principal and recommend him to the BoD and BoT for appointmemt;

(c) Rwiew the Principat's rccommendations for selection of teachers and support srafr (such as

teacher's aides or administrative assisant) and forward suiable narnes to the President for
appoinnnenq,

(d) Prepare an annual budget for the School in consultation with the Principal and forward it to the

President in time for inclusion in tlre overall MCC annual budget;

(e) Monitor the Principal's performance so as to ensure compliance with approved policies and

procedures and budget;

(f) Rwiew and approve dranges or additions to the curriculum as proposed by the Principal, in
consultation with experts in the field; and

(g) Provide guidance and support to the Principal and the school personnel, as needed.

3.6.4. Appointnent of the Principal and School Staff. For Principal, the FTSC shall select and

nominate a candidate in accordance with the Procedures for the Selection of Principal, and shall

forward the name to the BoD and BoT. If the BoD approves the appoinrnent and tbe BoT concurs, the

Prpsident shall issue the appoinunent letter. If either Board opposes the appoinrnent, ttr FTSC shall be

required to propose a fresh candidate.

All other school staff (teachers and support personnel) sball be selected in accordance with the

Procedures for Selection and Appoinrnent of School Statr The Principal shall forurard
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recofltmendations for appointnents to the FTSC. If the FTSC does not approve a recomrnended

candidate, it shall ag. Ae principal to recommend an alternate. The FTSC shall forwarrd the nanm of
candidates approrrcd by it to the BoD; the President chell sigr the appointment letten after tbe BoD's

approval. Fortemporary and hourly enrployees, the FTSC Ctairman may make the appoinUnents with

ffSC conculreoge; he will also provide relevant information about such appointnents to the President.

All appointnent letters shall contain information about duties, salary, and otbsr personnel matters, in

accordance with MCC [mployment Guidelines.

Termination of school staffcan be initiated only by the Principal, who shall such astion to

the FTSC. The BoD shall bave the final authority for termfuatim of school statr Termination of the

Principal's appoinment may be initiated by ttte FTSC and recsnmended to the BoD and BoT. Tb
terminafion le6ers shall be signed by tte appointing office(s) in consultation with tbe FTSC.

3.6.5. Accounts. The MCC Treasurer shall rnaintain a se,parale account or line item for tbe Full Time

Srnool Al tgitio fees shall be received by th MCC Treasurer, and all salaries and other'o<pmses

sball be paid by the MCC Treasurer. For operational @nvenience, the MCC Treasurer shall provide

prfy .."it to tbe Principal up to an amorrnt to be d€tcrmin€d by the FTSC and approwd by the BoD.
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PROCEDT]RES

fV. FINAIYCIAL PROCEDTJRES

4.I GENERAL FINANCIAL PROCEDTIRES

4.1.1. Obiective. These procedures provide the ground rules for Committees and individuals rvto incur
ory€nses in betralf of the MCC. Compliance with tbe procedures will .help erryedite payrned and
reimbursement of claims.

4.1.2. Budgeting and Approval. Each Commiuee Chairman and other individual responsible for an
a,ctivity shall prepre a budget showing tbe estimated aryeiuns for rarious activities, and shall submit
to the BoD for approval. The BoD shall review, afit€nd if necessary, and approve the budget of a
Commifree or activrty provided it is within the Operatiag Budgst approved by the Active Members.
Approval ofthe Trustees shall also be necessary fororpmse items exceeding $ 5,000.

4.1.3. Commiunents. No one is authorized to mal<e a financi4l commitnent or make a paynent in
behalf of the MCC, unless the itenr has been specifically approvcd by the BoD or is generally included
in the budget for a Commiuee or activity approved by the BoD.

4.1.4. Other Cmditions. Approral of the budget is not a license to spd. Other conditions must also
be me! as stated in Sections 6.2 and 5.3. In particular, the folloning conditions should be noted.

(a) For items costing between $ 100 and $ 1,000, approval ofthe President is required before ordering.

O) For itenrs costing between $ 1,000 and $ 5,000, three qudations and approval of the BoD is
needed.

(c) For iterns costing above $ 5,000, a procur€melrt notice has to be prepared, and approval of both
BoD and BoTis needed.

4.1.5. ConstrainG. The BoD may specify certain constraints (e.g., quality, delivery, time, cost limits,
etc.) for cerain major items and authorize a Commiree to use its judgment in placing fts ffnal orders
without having to come back for approval.

4.1.6. Emergencies. In an emergency, the President or the Cbairman of the Trustees may allor a
Committee to incur expenses or to undertake commitments up to $ 1,000, in anticipation of the BoD
approval. If tbe amount exceeds $ 1,000, the Prcsident may call an €mergency meeting of the BoD or
obain the Board's approval by telephone.

4.2 PROCEDURES FOR RECEIPT AI\ID I'EPOSIT OF CASH DONATIONS

(See existing Procedures, developed by tbe Treasurer)
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43 PROCEDTJRES FOR LENDING BY MCC

4.3.1. Reguired D*ails. An instiurtion or an individual who applies for a loan must provide the
following details: Namg address, rclephone number, rsnon for the loan requesq amount requested,
proposed repaymelf schedulg and appropriate supporting evidence as to the need and the ability to
r€pay.

4.3.2. Approval Process. The loan application shall be processed b!, the appropriate MCC Committee,
and the Committee shall recommend action to the BoD (approval of the firll amount requeste4 partial
approval, rejectio4 need for firrtlrer invctigation, etc.). The BoD may be asked to act m the
recommendation in its next scheduled meeting, or in case of an emergenry, the President may poll the
BoD to get their approval. Approval ofthe BoT is needed iftb loan excceds $ 5,000.

4.3.3. Decision and Follow-ug. The President shall authorize pa)'m€Nrt if the loan is approved by tbe
BoD, and the Treasurer sball issue a check and secure a promissory note from the borrower. If the loan
is not approvd the President (or the Committee Cbair) shall unite to the loan applicant
stating tbe decision and its rcasors.

4.4 PROCEDTIRES FOR I'ONATIONS BY MCC

(See existing Procedures for Ddnations from Fitr4 Sadaqa andZabtFunds)
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PROCEDT]RES (Contd.)

V. OPERATIONAL PROCEDT'RES

5.1 GENERAL OPERATIONAL PROCEDT'RES

5. l. l. Procedures for Trustees.

(a) According to the Bylaws, the Trustees shall elect their officers within 15 days after the Annual
Meeting. The office of Chairman is mandatory; they rnay opt to elect additional officers, such as

Vice Chairman and Secretary. Howwer, the Trustees sball not elect a Treasurer for their body.

(b) The Chairman of the Trustees may appoint any Committees that are n€edd for the work of the

BoT, with BoT concurrence. He may also assign specific responsibilitie to individual Trustees,

with BoT concurrence, to dwelop the BoT position on issues of inrcrest to the BoT.

(c) The Trustec shall dwelop and issue their gsidelines for goals and strategies to the Directors
within two weela afterthe election ofthe Chairman-

5.1.2. Piocedurc for Directors.
(a) According to tbe Bylaws, the Directors shall elect their officers within 15 days after ttte Annual

Meeting. The offices of President, Treasurer, and Secretary are mandatory; ttrcy may also opt to
elect additional officersn such as Vice President Assistant Trtasurer, and Assisant Secretary, etc.

O) The Directors sball meet within two weeks after ttre election of the Prtsideirt to approve the

appointnrents by the President of individuals or Commifiees to perform specific responsibilities.

5.1.3. Procedures for Board Meetings.
(a) The President shall, within one month after his election, prese,nt to the Board a schedule of dl

*regular" meetings to be held during the year. The list of regular meetings shall be posted on the

bulletin board and published in the MCC Newslett€r. "Special'meetings may be addd as and

when needed

(b) Meetings wiU be conduct€d in accordance with generally accepted procedures for meetings.

Robert's Rules will be folloned where possible and appropriate, but will not be binding.

(c) Minutes of each meaing will be presented at the following meeting for approval. A copy of tbe

approved minutes shall be posted on the bulletin board and a suitable summary may be publisbed

in the MCC Newsletter.

(d) A Dircctor may r€quest the President before a meeting to include a certain itemr in the agenda. At
the beginning of a meeting tie President shall ask for adopim of tbe agenda at which time

additional iteins may be included and the sequence of various items may be rearrangd if so

desired by the Board,

(e) If an items proposed for discussion by a Director is placed under "new'' or "any othed' business,

then the meeting will not be a{iourned till the item has been adequarcly discussed and resolrre4 and

the absence of a quorum shall not be regarded ili a cause for adjoumment or for not taking a

decision. If the meeting bas to be temporarily recessed (due to a late hour or other rcason), it will
be reconvened within 48 hours, and all decisions on the specific issue taken in it will be binding;

rcgardless ofwhether or not a quonrm is present. (The intent of this procedure is to ensurp that any
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issues considered to be imporant by a Director are placed before the Board for discussion. It is not
the intent to give a license for unlimited debate or fiIibustering.)

(f) Every ef;Fort shall be rnade to achiwe consensus in the Boar4 so that the decisions are accepbble
to almost all (e.9., 7 of 9) Board members. Attempts to cut offdebate and force decisions tbrotrgh a
narrow majority will be avoided. However, if an issue has been debat€d at sufrcient lengt\ then

debate may be cut offby aA3 vo/rs ofthe Directors preseut and voting.

5.2 GEI\TERAL PROCEDI]RES FOR COMMITTEESi

5.2.1. Committee Fonnation and Comoosition. (Also see Section 2.5 for relevast Policies.)
(a) The President or BoT Chairman appoins the Chairman of each Committee, with concurrence of

the BoD or BoT. Normally, no one should cbair more than one Committee. A Sanding Committee
(except Nominating Committee) should preferably be chaired by a currmt or past Director or
Trustee.

O) Members of a Committee are volunteers selected by ttre Corirmitee Chainna.n, plus otbers

designated by the cogrizant (appointing) Board. The nature and needs of various committees shall
be publicizd and Active Menrbers shall be encour4ged to serve on committees. Every dort will
be mads to put any interested Active Member on at least one committee ofhis choice.

(c) Each Committee Chairman will report to the cognizant Boar{ as soon as the Committee has b€en

forme4 the names of all members ofhis Committee, and the names shall be entered in the minurcs

ofttre Board. Names of members who drop out, or of new members vrho are addd to a Commiuee
at a later date, should also be formally reported and recorded in the minutes.

(d) There is no need to limit the number of nrembcts on a Comminee, except if the cognizant Board

bas decided to the contrary. A 6'pical Committee shall bave 2 to 6 members plus the Chairrun.

(e) A Trustee or Director may request to be included on any Committee of his choice, and his request

shall normally be honored-

5.2.2. General Procedures for Standing Committees.
The Bylaws require *at least the following Sanding Committec:" Nominati4g, Fundraising
Membenhip, Education, Social and Culural, Buildings/ Facilities, and Public Relations. The Bop has

always had a Religious Afrairs Commiuee, and it may be considered a de-frcto Standing Committee.

The follouing general procedure apply to all Standing Commiuees:

(a) Each Standing Committee Chairman shall receive guidance from the President (with BoD's
concurrence) regarding tbe ctrarter of his comminee. In case of ambiguity or potential orrerlap with
anotber Standirg Committee or other Committee, tbe Cbairman sball seek clarification from the

Presidem. The President (with BoD's concurrence) will modi$ the charters, if appropriate, or will
make arrangements for coordination benn'een the committees involved.

(b) Frch Standing Committee Chairman shall outline his gels and plan of action, prepare a budgeq

discuss it with his Comminee, and present ttrem to the BoD for approval within 60 days after his

appoinunent. The plan will list the major activities to be conducte4 hoq when, etc. The budg*
will indicate the orpenses for rarious activities or items to a sufficient lwel of detail so that tlre

Board can make well-informed decisions.
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(c) Standing Commiuee meetings dates shall be announce4 and all Conrmittee rienrben shall be
informed of the date, time, place and ageNda. (Comrnittee meetings shall normally be held in tbe
MCC building.)

(d) Each Standing Committee Chairman chall submit a report of the activities of the Committee to the
BoD at eactr regular meeting of the Board, or at a spacial meeting of the Board, if so requested by
the President.

(e) All Committees shall carry out tbeir work in a spirit of cooperation arnong menrbers and with other
Committees. Each Conrmitlee Chairman will be sensitive to the fact that members are volunteers;
however, he also has the obligation to accomplish the goals set for his Commitee. Consequently,
he strould o<ercise gr€at care in selecting his members and assigning specific tasks to them.

5.2.3. General Procedures for Other Committee. The procedural requirenre,nts for these Commitees
may not be as stringent as those for Sanding Committees; howwer, an att€mpt should be made to
follow the same procedures (in spirit if not in letter) as much as possible.

5.3 OPERATIONAL PROCEDIIRES FOR THE FIILL TIME SCTIOOL (To be developed)

(ftese deal with day-today operational issues forthe school)

5.4 PROCEDI'RES AND RT'LES FOR NON.SPONSORED ACTIVITIES

5.4.1. Publiciqv in and Around the Mosque.
(a) Islamic Organizations. Prior approval is needed to distribute leaflets or malce announcenreirts about

programs of other Islamic organizations, and for firnd-raising appeals. Please contact tbe Presideirt
or Cbairman of the Religious Aftirs Committee at least one week beforehand.

(b) Other Organizationi. The Chairman of the Religious Afrairs Connnittee and tbe Imam have the
authority to allow newspaperc, leaflets, and other material to be displa$ in the lobbies and
entrance areas to the Mosqug or to remove therg as th€V dem fie For publicity relatiqg to a
business or income generating activity, a donation to the MCC is o<pected.

(c) Personal Reouests. Announcements asking for prayers in cases of death, sickness or similar
situations require no prior approval. Please contact the Lnam to make the announcement.

(d) Individual Alms. to solicit donations for personal benefit are not appropriate in or
around the Mosque. Requests for financial aid should be made to the President or the Chairman of
the Religious Aftirs Committee, according to established procedures.

5.4.2. Activities in the Main Building- Parking Lots and Grounds.

(a) Publicity f,or Non-erofit Organizations. Approval of the Prcsident or Cbairman of the Buitding
Committee is needed bdore placing any publicity material on MCC premises.

(b) Publicity for Commercial Businesses. To display leaflets and business cards 1o tlrs 6uildin& or on

cars in the parking lot, please coutact the President or Chairman ofthe Building Committee at least

one week beforehand. A donation to MCC is opected for income-generating businesses.

(c) Sales. To offer itenrs for sale or set up sale booths, please contact the President or Chainnan oftbe
Building Committee at least one week beforehand. A fee may be charged.
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(d) Volunteer Activities. Volunteers are encouraged to organizg religious, educational, social and
' ' 

"uftuof, 
*a sports progiuns at the MCC to benefit the community. Please contact the President

or Chairman of*" Building Commitee for approval and room reservations. Note that a rental is

charged for the use of facilities; the cbarges are redrrced for Mesrben and for religious activities. A
propo.al rnay be required for programs that enrtend over several days or charge a fee.

(e) Activities Involving Charges. If the organizers of an activity charge a fee to tbe participants and
' ' 

aeti"e 
" 

pto6q then the MCC must cbarge for the use of its facilities, per IRS regulations. Pl€ase

contact the President or Chairman of the Building Committee before starting tbe activity.

(f) Food Distribution. Food may be provided for comnnrnity consumption on religious and social" **"t"*, a€., * Fridays, Eids, during narnadan, and a$er Quran-readings. Hontwer, MCC has

to ensure thai the food ii safe and fit for consumption. Please contact the President or Committee

Chairman (Religious Activities Commitee or Buil.ling Commitee) for approral.

(g) Wairrcr. The organizers of a non-sponsored activity, especially Piro,-T"y be required to sign a

- waiver accepting responsibility for any claims for damages or liability. Please contact the Presid€nt

or Chairman ofthe Building Committee for a waiver form'
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PROCEDIIRES (Contd.)

VT. ADMINISTRATI1TE PROCEDT]RES

6.1 EMPLOYMENT PROCEDTJRES

(See the Employment Handboolq which is a Supplement to the Manual)

6.2 PROCEDTJRES FOR PROCUREMENT OF GOODS AND SERYICES:

General Procurements, Other tban Construction end Architect/ Engineer Services

6.2.1. Procurcment Initiation: All procurernents for an approved budget item shall be initiated either by
the concerned Committee o1 by the BOD, in the event a committee does nd exist for the iteln involved.

6.2.2. Sinele So[rce Procurcments for Items Costins below $ 100. i""at and services below $ 100

may be procured by a Committee without soliciting bids, but by comparing at least two cost figures

from ads, catalogs, or other sources, provided the itern is in the Committee's approved budgpt. The

Prpsideirt's apprwal is not required before ordering- but is needed before payment is made.

6.2.3. Procurement of Items Costing betrnrcen $ 100 and $ 1.000. Procurenreuts in this range may be

ordeled by a Committee with the approval of the Presideng after compariag at least two quotations or

cost figures frqn "ds, catalogs, or otber souroes. BoD approval is not required before orderi4g;

provided the item is in the Commitlee's approved budga.

6.2.4. Procurenrent of Items Costing betrr'een $ 1.000 and $ 5.000. AII procurenrents with an estimat€d

cost in this range must be made on the basis of three quotations, and orders shall be placod only with
prior approval of the BoD. Since itenrs costing more than $ 5,000 need approval of tbe BoT, the spirit
of this rule shall not be violated by dividing the order into severd smaller orders. If tbp total of all zuch

orders in a year exceeds $ 25,000, approval ofthe BoT shall be rcquired for any additional orders.

6.2.5. Procurement of Items Costinq more than $ 5.000. For all procurenrents e<ceeding $ 5,000, a

procurcmsnt notice shall be prepared, and as a minimum displayed on the MCC buletin board and the

MCC Wet Site. Tbc PrccurementNotice shall include the minimurn specificatiur ofthe goods/services

to be procured" ofiber relevant frctors or criteria, and the closing date for submission of bids, and shall

state that the quotations must be sealed.

6.2.6. Apnrcval of Purchase Orders or Cortmct Awards Exceedling $ 5.000. A purchase order or

contrast exceeding $ 5,000 shall require approral of both BoD and the BoT. trn case of disagreerneut

between the BoD urd Bo! a joint meeting of the BoD/BoT shall be held to discuss the matter;

howwer, a decision to i'szue tbe purchase order or contract award chall i6quirs a majority vote of the

BoT.
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6.3 CONTRACTS FOR CONSTRUCTION ANI} ARCIilTECT/ENGII\IEER SERVICES

6.3.I. Procurement Initiation and Proc€ssing: All conracts for constnrction and Architect/ Enginesr

(A/E) services shall be initiated and processed by the New Construction Projects Commiree (NCPC),

up to preenting a selection recommendation to tbe BoD. Other Committees (e.9., Builrlings and

Facilities Conmittee) tbat need constructim ot NE sewices, shall process their requiremen8 through

theNCPC.

6.3.2. Bid Documents for Construction and A/E Cmtracts: The NCPC shall preparre the Bid
Documents for constnrction and AIE contracts urd submit them to the BoD and BoT for apprcvd. The

Bid Doctments for construction sball include General Conditions, a fir[ description of the contract

s@pe, supported with a Bill of Quantities and Specifications, and other customary information. Tbe

Bid Documents for A/E services shall include a detailed Scope of Services to be provided by the

consultants.

6.3.3. Evaluation Crircria for Constnrction and AIE Contracts: The NCPC shall prepare the evaluation

criteria for constnrction and A/E contracts describing the waluation frctors to be considere4 the

weigbt of each factor, and the factors tbc would rpnder a bid or proposal nor-respotutive, In the

critena, price shall be the dominant factor, with company qualifcations and experiace as the second

most importart frctor. The criteria shall be submitted to the BoD and BoT for approval, togetber with
the Bid Notice or soon thereafter (to dlo\tr time for approvals at least one week before tbe deadline for
receipt of bids).

6.3.4. Bid Solicitation and Notices. The NCPC shall pr€pare a Bid Notice inviting s€ald bids and

ortlining the desired construction or AIE services, thc company's required qurtifications, main

evaluation critene deadline for receipt of bids, stc. The notice shall be publicized aad as a minimum a
copy shall be displayed on the MCC bullain board. In addition, reputable firms may be invited to bid.

6.3.5. Contrast Awards. The BoD may award contracts of less than $ 5,000 without BoT approval;

bowwer, the BoD must inform the BoT of its intention to award a contract and allortr a period of l0
daf's to BoT for comments. Contracts e:rc€eding $ 5,000 shall require approval of the BoT before they

are awarded. In case of disagreement between the Boards, a joint meeting ofthe BoD/BoT shall be held

to discuss the matter; howwer, a decision to award the contract shall require a majonty vote of the

BoT.

6.4 CONTRACTS FOR PROFESSIONAL CONSIILTANTS

6.4.1. Procurement Initiation. Selection of professional consultants (errcept Architct/ Enginoer), such

as I.eg1l Counsel, Financial Advisor, Auditor, etc., shall be initiatod and processed by tb
Administratiotr Committee (AC). The AC shall preparc a description of the scope of services,

conditions of engaging the consultant, and selection critene and obtain approval of the BoD and BoT

before proceeding.

6.4.2. Solicitation. The AC shall invite professional consulAnts to zubmit information about their
qualifications, fees and tenns, if they wishto be considered for being retaind by the MCC.

6.4.3. Evaluation and Selection. The AC shall evaluate the responses in accordance with th€ approved

crircria and forward its recommendation to the BoD and BoT for approwl.
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6.4.4. Engagement. Thc lener engaging a professional consultant shall !s issued by tG President, after
the BoT has approvod tbe selection. Tbe lecer will include a statern€nt that only the President, the BoT
Chairmaq or individuals designated by them may mntact the consultant on issues that need his help.

6.5 ADMIMSTRATM PROCEDIIRES FOR THE FULL TIME SCHOOL (To be
dcveloped)

(Ihese deal with staffduties, errploymol aad otber administrative issues forthe scbool)
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MUSLIM COMMUNITY CENTER' INC.

EMPLOYMENT GUII}ELINES

(A SIIPPLEMENTTO THE

POTICIES AITD PROCEDI]RES MAhruAt)

HR,ST EDITION

JANruARY 199E

This document.wts prepalcd by the Bylaws, Policies and Procedures committec (BP&POt rnd

w", tpproved by the Iioard oi Diroto", ana noard of Trustees' It describes the policies and

procedures releted to enrplovment at the nacc. chenges to the documcnt mey be proposed to the

BP&PC or to the Borrds.
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L EMPLOYMENTPOLIfiES

l. l. Equal Opportunitv Employment
(a) The Muslim Community Center (IvtCC) is committed to providing equal opportunity to all

applicants for initial hiring, and to €rnplo',Ees during their service with MCC. No person shall bc
discriminated against on tbe basis of race, @lor, se:q agg national origrn, or disability. This
applies to dl tcrms, conditions and privileges of employment including but not limit€d to hiring
training placemenfi, developmeng promotiorg benefits, compersatiorq lermination and retirement.

(b) The MCC policies comply with the requirements and objectives of all labor-related federal, statc
and local laws and regulations.

1.2. Emplovee Benefits.
(a) The MCC may offer benefits, such as vacation, sick leave, health insurance, and a rctirement plarl

ctc. Horever, the scope of such b€n€fits is rather limited at this time.

(b) AnV benefits thgt are available to anrployees shall be statd in writing at tha tinp of their
appointneng and they shall bc.informed of any additional b€n€fits that may become available in
fuure.

1.3. Emololree Information,
(a) The MCC shall not provide rpfererces or personal information about a current or formcr MCC

employee to any other individud, otler than to veri$ the dates of enrployment and job titles by
telepbone in response to reftrence r€quests. Sdary information shall be rrcrified only upon reccipt

of a signd wriuen release from tbe enrployee.

(b) It is tbe sole responsibility of the employee to complerc the Personnel p36 Qhange Form when

cbanges occur in regards to their name, address, rclcphore number, or:ury other pertinent pcrsbnal

information.

1.4. Guidelines for Terminati@.
(a) Employee of the MCC are fue to resigp at any titfc ard for any reason, with due notrcc. Thc

MCC also r€servE the right to terminate emplqrrnt at any tirnc ard for any rcasoo, urtb or

without notice.

(b) Employees should providc their supervisor with al lcas tuq (2) wecks' writteo notice of thcrr urcl
to r6ign fromenrployrmt.

(c) Emplopcs rnay be terminated from emplqlrrrcc fil rob abrodonat if thcy do sot slror u9 rb
they are raquired to r€port for wor*, ad dlo tf tbct hew oc obtaind approval fror tbt
supervisor to bc absent

(d) Wh€o an anployee ftils to meet MCC stan&rdr fr pcrformance, persooal conduct or rar .rb
matter doerncd to bc sufrcied by his supcwisc. tb onglqrcc tmy b formally courscld c hl
behavior or on borv b improve his perfoirnr,c. }t*crct if aftcr sucb counseling ttE crrr9.blc
fails to bring performance up to MCC standardr. c rf MCC dacrmin€s tbat aay ootrccsr| rtn
does not appear warranto( the unployoc rn y b. otoluonly tcrminated from ernplold c
offered tbc opporurnity to reslSp.
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II. EMPLOYMEI\T PROCEDIJRES

2.1. Vacanqv Announpe.ments. For all appoinunents-a Tcansy atrnounccrnent sball bc prepared by ttre .

BoD or the concerned Commitrce. It shall include tbe date of annorncerneof a brid job descriptioq 
'

applicants' required qualifications, rangc of the position salary and benefits, ad a deaitlnc fon;;pf
of applications. Th€ announccNnents shall provide a minimum of two weels for tbe submission of
applicatiors.

2.2. Display of Vacancy Announcements. The vacancy anmutrc€snent sha[ be pubticized and a copy
displayed on the MCC bulletin board and the MCC Web Sit€. The announcemat shall remain
displayed at a loclced MCC bulletin board until the closing date for tbe receip of applicatioos. Copies
of the wcancy announcemed shall also be sot to locat Islamic Ceoters, with a request that it be
displayed.

2.3. Initiation of Recruitnent Action. Tbe process of recruiting an unplqne to fiIl an approved
vacancy shbll be initiated by tbe BOD or the conceraed Conunittee.

2.4. Selection Criteria. The concerned Comminee shatl dwelop its selection criteria and weight for
various frctors to bc used in tbe evaluation of applicants. Th criteria $all bc dcveloped at tbe same

time as the vacancy atrntxrnoenr€ot

2.5. Selection Recomrnendatiqr. Each concenpd Commitee shall frrmulate a majonty
r€commadatioq based on application ofthe selection criteria, and forward itto tb BoD for approval.

2.6, Apgoinunent Apppvals. Appointmcnt to ary paid position sball bc made only after a selcction

recommendation submitted by a Committee has been approved by the BoD and ratified by the BOT

2.?. Conflict of Interest. Each st€p in the recruitmeirt process - recommendation by a Commrncc.

approval by tbe BoD, and ratification by thc BoT - shall require certification from tbe entity invohcd
(Committeg BoD, and BoT) that no conflict of intercst €rdsts with r€spectto the action"

2.E. Coordination between BoD and BoT. If a particular selection recomnpnddion approved bv tlrc
BoD is not ratified by te BoT, it shall bc sent back to the BoD without delay with reasons fc ru-
ratification. If a second r€commendation of the BoD naming a different individual to fll thc vacuxr o
also not ratified by the BoT, tben thi two Boards shall meet jointly to resolvc tbe maner.
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MUSLIM COMMUNITY CENTER, INC.

COMMITTEESWBOOK

(A STJPPLEMENT TO THE

POLTCTES AND PROCEDURES MAhIUAL)

FIRST EI}ITION

JAMJARY 1998

This document wes prepnred by the Bylaws, Policies rnd Procedures Committec (BP&PC) with
inputs from vrrious Committee Ctainnen, end wes approved by the Boerd of Directors and

Boerd of Trustecs. It gives r summrry of the genenl Policies rnd Procedures epplicable to aII

Committees, end describes the Cherter rnd Responsibilities of erch Committee, elong with the
composition rnd procedures of certain Committees. Chenges in the document mey be proposed

by Committee Chairmen rnd forwerded through the BP&PC to the Boerds for epproval
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L OPERATIONAL POLICIES AI{D PROCEDT]RES SI}MN{ARY
Eefer to Sections 2.1 - 2.6and 5.2 of the Policies and Procedures Manual for details")

1.1. Appointnens.
(") Tlt Byt"" rttpulate certain Sundi4g Committees. The Presid€nt and the BoT Cbairman may

create 
- 
or establish additional Committees, separately or jointly, with tbe approval of tbe

corresponding Boards. The president/ BoT Chairman shall appoint the Committee Chaiman' with

the Board's concurr€Nr@.

(b) preferably, the Chairman of a Standing Committee shall- be a Trustee or Director (occept the
' ' 

Nominating Commitee, whose Chairman is elected by tbe General Body). Chairmen of otber

Committees may be from within or outside the Boards but must be Active Members of MCC.

(c) projccts may also be established (like Committees), and Project Leaders shall be treated like

Committee Chairmen.

1.2. Committee For-mation and Work Plan.

(") witlrt 30 d.tr or nir "ppoir 
the committee chairman shall submit to the cognizant

' ' 
(appointing) Eioard a tist of the nnmes of his Committee Mernbers, and a work plan" inclurli"g a

time schedule for completing the assigmnent or its major elemer$s. These it€ms (list of members
' 

and wor* plan) shall be modifred if so directed by the cognizant Board.

(b) Commitee Members must be chosen for their experience rel€vant to the Commiuee's worlg and for

their willingness to accepf specific assignments. A majority of the lvlenrbers must be Active

Mernbers of the MCC

(c) A Trustee or DirecOr may request to be included on a committee, and his request shell normally

be honored.

(d) There is no need to limit the nunrber of merrbers on a Committee, exc€pt if the cognizant B"t{
decides to the *ott w Typically, a Committee will have 2 tfi 6 members in addition to the

Chairman.

(e) Names of Committee Members who drop out or are added at a later date shall be reported to the

cognizant Board.

1.3. Meetings.

Committee meetiags shall be open to all members; an Executive Session can be held only with prior

approval of the cognizant g*ra. Eactr Committee shall maintain minutes of its meetings, listing the

attendees and the decisions taken. Each Commitee shall zubmit reports to tbe Boad on a regular basis,

and also when requested by the Boad.

1.4. Disciplinary Astion.

The president or noffir,airman may take disciplinary actiog including rernoval of tbe Cbairperson or

a Member of a Committee, subject io approval-of the cognizant Board. Such action can be taken only

for non-performance of tbe assigned tas[ or not attending three consecutive meetings or a total of forr

meetings in a year. A year for 6is purpose starts when the Committee Chairperson is appointd and

en* tlirty aays tefote the next following Annuat General Body Meeting.
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1.5. TermLimir.
An individual rnay be appointed to the position of Committee Chairman for a one yeartenn, renewable

for two additional one-year terms. After serving three consecutine Jffi, he may be reappointed to that
position only after a break of at least one year. Howwer, he may be appointed to another learlership

position without a one-year wait.

IT. FINANCIAL POLICIES AFID PROCEDURES SUMMARY
(Referto Sections 1.2,2.5,4.1,6.2 and 6.3 of the Policies and Procedures Manual for daails.)

2.1. Budget.
Each Committee Chairman sbdl submit a budget allocation request within 30 days of his appointnrent,

if tbe Committee o<pcts to incur erdra oryenses beyond minor office and mailing costs.

2.2. Expenditures and Accounts.
Approval of a Committee's budget does not mean automatic approral of expe,lrditures. Requests for
proposed elryenses must be submitted to the President for approval before checlcs can be issued.

Committees/ Projects are not allowed to open bank accounts or hold cash (beyond petty cash) without
specifc permission of both the BoD and BoT. Ttre Committee/ Project shall maintain its accpunts and

submit periodic reports. '

2.3. Purchase Orders and Contracts.
(a) Items costing tjelow $ 100 may be ordered by a Commitree without prior approval if they are

within the Committee's approved budga. Howerrer, the President's approval is needed for
paymeNil.

O) It€rns between $ 100 and $ 1,000 require approval by Fresidelrt before ordering.

(c) Itqns betw€en $ 1,000 and $ 5,000 require approval of the BoD before ordering.

(d) Iterrs above $ 5,000 require prior approvals of both BoD and BoT before ordering.

(e) Contracts for construction or professional consultants require several steps; see Sections 6.2 and

6.3.

ilI. DETAILED PROCEDT]RES

Each Committee may prepare additional detailed procedures for its own operation. These do not

require approval of the Boards so long as they comply with tbe broad guidelins stated in the lvlanual.

IV. CIIARTERS, RESPONSIBILITIES, AND PROCEDURES FOR
COMMITTEES

These items are described on the following pages for all currently approved Comminees.

- 31 -



AI}MINISTRATION COMMITTEE

chrrter: The purpose of the Administration committee (AC) is to act in behalf of th€ BoD and BoT

on administrative matters relat€d to employees, contriacts, professional consultants, etc. It shall report

to both Boards - BoD and BoT.

composition: The Ac shall consist of the four offcers of the Mcc - chainnan of the BoT'

Presiden! Treasurer, secretary - plus one additional Director named by the BoD (who 5hall !s fts

Vice president, if the BoD t 
" 

rrr"t a a r{P). The President shall chair the Committes, but he may

delqate this responsitfft to the Vice Plesiient (if there is a VP)' The AC Chair may invite MCC

menrbers or others oruo #u" oprrtise in these matters to assist the AC, without being formal members

of AC.

Responsibilities:

l. Approve relwant policies, procedures, and other documents, such as Employment Guidelines'

Employee I{"oda;L, CuiAennes for Contract Awards, etc', acting in behalf of tbe BoD'

rro",*"r, tne BoD may modis these documents by majority vote.

2. oversee implemenation of administrative policies and procedures on behatf of the BoD' aDd

ensure **ili-o with all pertinent Federal and State laws and regulations'

3. Review applications and recommendations for appoinunens to various paid positions' and make

final recommendations to the BoD and BoT for aiiroval of the appointnents. In an emergency, the

AC may matce a Jwision in behalf of the BoD and BoT, and the President and/or BoT Chairman

may issue the appointment letters on a provisional basis, subject to final apprwal by the Board(s)'
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BUILDINGS AIID FACILITIES COMMITTEE

. Cherter: To mrintain and operate all MCC buildings and grounds.

Responsibilities:

l. Obtain (and renew) dl permits needed from the County for safe occupancy and use of the
buildings, grounds, and other facilities on the MCC prenrise.

2. Schedule and conduct all necessary maintenance tasls, including building and equipment repairs,
trash collection, snow rcrnoval, landscaping etc.

3, Prepare budget estimates for major repairs, obtain bids, select contractors, and oversee the worh
subject to BoD approval at various stages.

4. Operate the buildings, including scheduling and reirting of frcilities.

5. Select a Custodia4 recommend him to tbe BoD for appointnent and supervise his worh.

Procedures: To be developed

(Procedures for llall Rental exist. Others are to be developed or updated.)
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l"

BYLAWS, POLICIES AI\D PROCEDURSS COMMITTEE

Charter: To review and propose bylaws amendments, and develop policies and procedures for
administrativg financial, and operational matlers, and to forward thenr to the BoD and BoT for
approval, as a joint Committee of tlp BoD and BoT.

Responsibilities:

1. Do the legwork for the BoD and BoT regarding bylaws ammdments that may be needed from time
to time. This includes initiating amendments, and reviewing amendments proposed by Active
Mernbers and making recommendations to the Boards for appropriale action.

2. Dwelop a Policies and Procedures lVanual and related handbooks covering ffnaacial, operational,
and administrative matters, and to issue and maintain the Manual after approval by the Boards.

Procedures:

The Chairman (who is appointed by the BoD and BoT) shall form the Committee within 30 days
after his appointnent. The Committee shall have 4 to 6 members with experioce relevant to
bylaws, policies and procedures @P&P). Atlempts shall be made to include representatives of a
broad range of views within the MCC membership.

The Committee will meet at the call of the Chairman, when issues relating to BP&P are referred to
it by the two Boards or by Active Mernbers, and whenever such meetings are necessary.

The Committee will evaluate different approaches or solutions to issue,s relati4g to BP&P, and will
make appropriate recommendatiorn to the Bmrds in atimely mamer.

The Committee will review and update the Policy ard Procedures Manual at least once a year.

Such rcviews will be conducted after soliciting csnnrents from the Boards and otber Cormnittees,

in order to eruilre that problems associated with implementation of the policies and procedursr are

takeir into consideration and resolved.

2.

3.

4"
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. EDUCATION COMMITTEE
(fo be rwiewed and revised; some material may be addd
from the Charter and Subcommittees proposed in 1996) '

Charter: To oversee the operation of the Islamic Week-end Schools for childreq and to mainain the
highest sadard of Islamic education achievable within our volunteer resouroes.

Responsibilities:

l. Dwelop the curriculum used in the Islamic Week-efd Schools; select suitable tertbools, and
encourage new bmks to be written; and formulate general guidelines for school operations.

2. Recommend to the BoD the names of one or more penlons for appoinrnelrt as Principal of each
school wheir a vacancy arises-

3. Hold meetings with the School staffand parents to ascertain their views on relwant issueq.

4. Vigorously act to achieve and maintain higb standards in all Week+nd School activities.

5. Provide advice to the Full Time School Committee on curriculunr" etc., if so requested by the
FTSC.

Procedures: (Io be developed)

1. Selection of Principals for the Week-end Schools

2. Selection of curriculum and bmks

3. Procedures to assist the Principals: (Some of these ituns may be handled by each Schoolns oum
Committee).

(a) Ordering books and srpplies; keeping stoclc/ inventory

(b) Sending Pre-Registration letter to Parents;.Regstration of children

(c) Handling of accounts -- book sales, registration income

(d) Holding special functions @ssay or Rrcitation Competition" Graduation, etc.)

4. Holding PTSA meetings

5. Interaction with similar sclrools in other Centers

5. Reports and Suggestiorr to the BoD and BoT
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FINANCE COMMITTEE

Cherter: The Bylaws assign prinrary responsibility for financial rnatters to tbe Trustees, while the

Directors are responsible for operations, including preparing a budget and maintaining the accounts.

The charter of the Finance Committee is to assist tbe nro Boards in carrying out their fiscal

responsibilities. It shall report to both Boards.

Composition: The Finance Committee shall consist of the Chairman of the Trustees, the President, tlre

Treasurer, plus one Trustee appointed by ttre BoT, and one Director appointed by the BoD' It shall be

chaired by the Cbairman of the Trustees, but he may delegate this responsibility to the other Trustee

serving on the Committee.

Responsibilities:

l. Develop a financial strategic plan for the MCC, and to preent it to the Boards for approval. Tbe

plan shtuffi identify financial goals and targets, and alternative methods to achiwe those goals.

Z, Assist tlre trro Boards in preparirrg, reviewing, and justifying the annual budget.

3. Screen orders for budgeted'itenrs which e:<ceed $ 5,000, before they are forwarded to the Boards.

4. Screen requests from Committees and Projects for unbudgeted it€ms tbat may be needed during tbe

year, and forward them to the two Boards with recommendations for appropriate action.

iAr*taiog to the Bylaws, approval of Active Menrbers may be required for unbudgded items

exceeding $ 15,000.)

5. Advise tbe Boards on issues relating to a capital reserve fim4 invesfinents in muhral funds and

other financial in*nrments, and borrowing funds for major projects.

6. Act in behalf of the Boards on matteis relating to bank ac@unts, such as deciding the proper mix

of checking and savings accot1lrts, choice of particular bank(s). etc.

7. Oversee the implementation of financial procedures and controls, and review ttre quarterly financial

staternents before they are presented to the Boards

Procedures: To be develoPed
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FULL TIME SCHOOL COMMITTEE

Cterter: To overcee and supervise the operation of a Full Time School at the MCC, to maintain an

outstanding standard of edultion, and to work towards obtaining full iccreditation from the Stare

D€pafinent of Etlucation for a non-public school.

Composition: The Full Time School Committee shall (FTSC) shall consist oftrno Trustoes (appointed

bV the BoT Chairman with approval of the BoT), and trnro Directon (appointed by th" President with

approval of the BoD), plus up to three additional members. One of the Trustees or Directors shall be

"i,ooi"tua 
as FTSC 6rrait*r"; the appointnent shall be made by the President with approval of the

rLb, subject to ratification by the BoT. The I to 3 additional members of tbe FTsc must be Active

Mernbers-of MCC; they shall be selected by the FTSC Cbairman, with concurrence of the other

Truste{s) and Director(s) serving on the FTSC. The Principal of the Full Time School shall be an ei('

officio mernber of the ftSC without a vote in the Committee. The FTSC shall report to both Boads

(BoD and BoT).

Responsibilities:

l. Gmeral. The FTSC shall oversee the operation of ttre Full Time School, while the Principal runs

tlr" ,"lr*1. The FTSC Chairman shall be the link between tfrc FTS and the BoD on all matters

relating to the school; the Principal may help the Chairman in his interaction with the BoD, as

. needed. The FTS Committee shall be respo'nsible to:

(a) prepare job descriptions, terms and conditions for salary, benefits, etc., and policies and
- ' 

procedures for school enrploymenl for approval of the BoD;

O) Select a name for Principal and recommend him to the BoD andBoT for appointnent;

(c) Rwiew the principal's re@mmendations for selection of teachers and support sufr (such as

teacher's aides oi 
"d*ini"totirr" 

assistant) and forward suitable names to the President for

appoinunenq

(d) prepare an annual budget for tlre School in consultation with thc Principal and fonvard it to the
- ' 

President in time for inclusion in the overall MCC annual budget;

(e) Monitor the principal's performance so :rs to ensure compliance with approved policies and

procedures and budgeq

(f) Rwiew and approve changes or additions to the curriculum as proposed by tbe 'Principal' in

consultation with ocperB in the field; and

(g) Provide guidance and support to the Principal and the school personnel, as neded.

2. Appqintment ofthe Principal and School Staff'

(a) For principal, the IITSC shall select and nominate a candidate in accordance with the Procedures

for the Selection of Principal, and shall forward the nanre to the BoD and BoT' lf the BoD

approves the appointment *A tft" BoT concurs, the President shall issue the appoinunent letter' If

"itir"t 
g-ta opposes the appoinmreir! the FTSC shall be required to propose a fiesh candidate'

art
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(b) All other school staff (teachen and support petslTe.l) slal be selected in accordance with the

procedures fo, Sele"tioo and Appoinlneni of School Statr The Principal sball forward

recommendations foi uppointntott io tf" FTSC. If the FTSC does not approve a rccommended

candidate, it shall a"t tni Principal to recommend an alternate. The FTSC shall forward tbe names

of candidates upp.uJ by it to the BoD the President shall-sign the appoinrnent lemers after the

BoD,s approval. roi-*-por".y and hourly employees, the FTSC Chairnran may make the

appointments with FTSC concurrenae

(c) All appointnent leters shall contain information about duties, salary, and other personnel mauers'
' ' 

in adrdance with MCC Employment Guidelines'

(d) Termination of school staff can be initiated ouly by the Principal, who shall recommend zuch

action to the FTsc. The BoD shatl have the 
-final 

authority for termination of school saff.

Termination ortrre principal's appointnent may be initiat€d by the FTSC 11d 
rgrlmmended to the

BoD and BoT. The iermination letten shall be signed by tbe appointing office(s) in consulation

withthe FTSC.

3. Accounts. The MCC Treasurcr shall maintain a separate account or line item for the Full rime

School. All nrition r*, tn"1 be receirrcd by the MCC Treasurer, and all sataries and other exp€nses

shatl be paid by the MCC Treasurer. For operational ToY?tTo, the MCC Treasurer shall provide

petty cash to the Principal up to an amount to t" o"t"t iota by the FTSC and approved by tbe BoD'

Procedures: To be developed (for staffselection" school operation' interaction with parents and State'

etc.)
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FTJNDRAISING COMMITTEE

Charter: To undertake fundraising activities in order to meet the targets set by the BoD.

Responsibilities:

l. Organize firndraising dinners.

2. Organize other firndraising events (e.g., Meena Bazaar, Bake Sales, etc.).

3. Plan and implement other mechanisms for fundraising (e.g., Store Coupons, get listed in United
Way, etc.)

4. Solicit funds from the local community through publications and personal visits.

5. Contact other communities and organizations to raise funds.

Procedures:

l. Forthe Annual Fundraising Dinner

(a) Planning: Choose a datc, Identi$ one or more Keynote Speakers, Prepare a budget estimat€,

Obtab BoD approval.

(b) Preparation: Invite the Speakers, Choose a Master of Ceremonies, Finalize the progranl Print a
flye",

(c) Print and distribute tickets, Coriduct publicity, Select Caterer and menu, tvIaIG hall arrarg€ments,
Appoint Ushers, etc.

(d) At the Dinner Function: (Procedures to ensure that the event goes through smoothly.)

2. For Other Fundraising Events (e.g., Meena Bazaar;Bake Sales; etc.)

(a) For each went choose a cartp, appoint an organiznr, provide assistance

(b) For Meena Bazaar, call potential Vendors, get their stall rental fees or donations, make

arrangements before and during theBazaar, call familim to bring foo4 sell food and refreshments,

collect firnds, give ftnds and account to the Treasurer.

(c) For Bake Sales, call frmilies to bake items, make arrangements for the sale wen! collect funds and
give money and accountto the Treasurer.

3. For Other Fundraisinq Mechanisms (e.g., Store Coupons; Business Discounts, Participation in

Unitd Way; ac.)

(a) Contact food stores, hardware stores, and other businesses for discount coupons. Obtain and

distriburc couporxl keep accounts, and hand over proceeds to the Treasurer on a monthly basis.

(b) Contact long distance companies and other businesses which give discounts to non-profit groups.

(c) Conact the local United Way and Conrbined Federal Campaig4 and provide information to get

included in their lists of eligible organizations, i.e., organizations which can be named by a donor
to receive all or part of his contribution.
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FT]NERAL COMMITTEE 
.-

Charter: To organize and monitor facilities for funerals and burials.

Responsibilities:

l. Make arra4gements with selected ftneral homes and cemeteries for fiurerals and burials accordiqg
to Islamic traditions. '

2. Maintain contact with the Fort Lincoln Cemetery where the MCC has bouglt 100 sites and bas

asked tbe management to rnaintain an Islamic Gardens Section in the cemetery. In particular,
allocate burial sites aod keep records ofthese allocations.

3. Maintain contact with the Creorge Washington Cerretery and other cemeteries which have sections
for Mustrim burials.

4. Prepare a simple leaflet describing the s8eps that a frmily should follow in case of dearh: whom to
call at MCC or at the Funeral Homes or cenreteries, what else to do, etc.

5. Train and orgianize volunteers to assist the bereaved families in firneral arrangements (including
' washing the bodies), religious services at the MCC, and burial at the cemetery.

Procedures:

l. Make a list of the firneral homes that have been selected; publish the list in the LJPDATE and post
it on notice boards.

2. D*ermine the number of b'urial sites that are anilable in each cemetery, and cct per site, and
publicize the information.

3. Solicit voluntoers to assist in firneral arrangernents and train them. Organize visi* to funeral homes

and cemeteries to meet their manageme,nt and ftmiliarize tbe volunteers with the anzngements.

4. Set up a systern, so that an MCC volunteer is always available to respond when a family needs

help for firneral and burial arrangemenB.
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INTERFAITH COMMITTEE

Charter: To repruent ttre MCC in the Metropolitan rilashington Area's hterhith Council and other
multi:reiigious organizations

Responsibilities:

1. Establish an Islamic presenc€ in the local organizations involving differ€lrt religious groups, and
provide an Islamic perspective in their deliberations and activities.

2. Become a msmber of the Interfaith Council, and atte,nd its monthly planning meetiqgs.

3. Appoint a representative to attend the Interfaith Assembly, which is normally held every quarter.

4. Participate in wents organized by the Interfrith Council and'otber similar multi-religious
organiutions.

5. Invite neighboring religious groups to some of the major MCC religious firnctions.

Procedures: To be dweloped
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LIBRARY COMMITTEE

Cherter: To maintain a library of Islamic literature ufiich is arrailable as reference material for
members.

Responsibilities:

1. Select and acquire Islamic literanrre in the form of books, magazines, tapes and cassettes, CDs,
etc.

2- Maintain a balance in the content of material (keep a broad mix of areas and authors; don't exclu&
any rccognized school of thought; don't include material that leads to religious controversy amoqg
members; etc.)

3. Keep thq library open for use by members for certain hours errcry urcek

4. Make the necessary arrangernents so that members can borrow the material for limited periods.

5. Establish the rules and procedures needed for snnoth operation ofthe library.

Procedures:

Procedures orist for library hours and for checking out library bool6. A&itional procedures are to be
developed for selecting rew material, preparing a budgeg etc.
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MEDIA AND GOVERNMEIYT RELATIONS COMMITTEE

Charter: To interact with the news media and with government agencis to promote an anmrcness of
Islamic issues irmong tbe general public and County, State and Federal ofrcials.

Responsibilities:

l. Establish contacts with the local press, radio, and TV stations, and provide them inputs on narious
issues of interest to the Muslim community. Arange for visits by tbeir reportem to major events

organized bythe MCC.

2. Represent the MCC on various Task Forces and Commitees set up by local and state agencies,

and provide inputs on issues of interest to our members. @xamples: I\tlake the Scbl Boards
sensitive to Islamic holidays; Participate in State and County commitees on minority issues; erc.)

3. Promote an image of tle Muslim community as a positive and active participant in society at large.
Highlight the fact tbat this is a single community, although its members come from a great
diversity of ethnic heritages.

4. Report to the BoD on media- ard government- related issues of interest to the MCC and its
mernbers.

5. Procedures: (Io be developed)
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MEMBERSHIP COMMITTEE

Chrrten To act on all matters related to membership applications, and to mainhin and publish membership

records.

Responribilitier:

l. Invite Mgslirns living in the metropolitan Washingtotr area to become Associate or Active Members of the

MCC.

2. Dwelop procedures to rwierr applicatiolu ftr Active lrfiembership, and to asccrtain that the applicant

meets theBylaws conditions, i.e., is over l8 years d age and is a U.S. citizsn or holds 3s immigtat or

international civil service visa

3. Establish criteria for rejecting an apptication, or for apprwing it as Associate Member inst€ad of Active

Member.

4. Act on applications for Membership in aocordance with the foregoing procedures and criteria, ard make
. recommendatiotrs to the BoD for approval as Actirrc Member or Associale Mbmber, or for rejection-

5. Act on applications for Adjunct Mernber, and make recommendation for appronal or rejection-

6. 1fiaintain up to date membership records, including the darcs of most recent dues pa1'ments

7. Submit the list of Active and Associate lvtembers to the BoD at least once a year, and post it on the notice

board at least two weetrs before the Anrual lvieeting and Elections, in order to discover and correct any

erlots.

Procedures:

l. Solicit new members through aG in the ItnATE, announcements in the Week+nd School, and other

Z. Rwiew membership applications and contact the applicant or the sponsors to veri$ that all Bylaure

conditions iue met

3. Dwelop criteria for accepting a membership application. For oramplg check if the applicant has been a

member of a similar Islamic organization, and if he hasbeen a constnrciirrc influerrce there.

4. Decide apprapriate action on each application within a month of rcceiving the application, and forward it
to the Board.

5. Publish in the UPDATE rumes of new rnembers, and those who have dropped their membenhip (moved

or resigned).

6. In January gach year, remind Active Members of the preceding )€ar that membership must be renewed by

Febnary 15.

7. By l\tarch I each ]'ear, post on notice boards th€ list d Actire lrdembers who have rcneryed their

membership.

8. Cog€ct the list (if necessary) in consulAtion with the Treasurcr and President to r€nry tirnely payment d
dues, and inform ttre Secretary ofthe corrections.

g. post the Final List of Eligible Voters (i.e., Active Members who can vote in th€ Anrual Meeting) by

lvlarch 15.

10. provide information to the Nominating Committee regarding eligibility to run for Director and Tnstee,

nrch as residence in the metropolitan Washingon a!ea, dat€ of first joining MCQ period of ontinuors

membership, any convictiong etc.
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NEW CONSTRUCTION PROJECTS COMMITTEE

Charter: To dwelop plans for new construction projects at the MCC, and to oversee implenrentation

of the projecrs after obtaining the necessary approvals from the MCC @oD, BoT, and the General

Body) and from County and Stare authorities.

Responsibilities:

l. Conduct feasibility studies for projects assigned to the Committee, consider allernative approaches,

obtain preliminary cost estfunates, and recommend specific options to the BoD and BoT.

2. Assistthe BoD and BoT in presenting the preferred options to the General Body for its approval.

3. Select an Architect/ Engineer (A/E) to prepare detaild drawings and specifications, hire the A/E
after getting the BoD/ BoT approval, and interface with the A/E in-behalf of the MCC.

4. Selest a Contractor or Builder after inviting competitive bids, in accordance with established

Policies and Procedur€s, and recommendthe award of a contract by the BoD/ BoT.

5. Monitorthe Contractor's performance, and approve periodic paymilts (a$er approral by the A/E)
during construction.

Procedures: To be developed

Note: The Boards have approrrcd policies and procedures for Professional ConsulAnts (Archit€cts and

Engineers) and Contractorc; see the P&P Manual. They will be used as the basis for detailed
' procedures.
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NOMINATING COMMITTEE

chrrter: To soricit nomirations for valols erected offices, scrutinize the validity of nominations' and

submit a r.port, * iilil* *,"a i, o. ilvr"*r, ."a io *nru", the elections, subject to policies

-Jpro..aures 
approved by the BoD and BoT'

composition: The NC shall consist of a chairman elected 
1n 

th.e nrevious Annual Meeting' and two

.emben (one designated by tbe Trustees #ffi.il*ivGbit*t"*1, as stated in the Bylaws'

Resfonsibilities: To perform the duties identified belorr:

r.r.ListorErieibre,c.adidatt'tt':.,YY*t*::Hffi 'Hiffi frll1
of all Active Members

*****:tffmTf ffilffi:t'ffi
"ffi*:*"fJ'mH'iffi sp,fr i*:l##Jffi$*'x:;*'i"'*Hlm*ff"|;*#Ln &T,ffi,Ltil' *o;;in u*'aui"" with estabrished Policies

and Procetlures'

I ion. It is the duu of the Nominating corrnrlfitee to solicit nominations
Snch

xffi"iH## 
.|i.ililio''' 

and/or .lTnoun€ernents. 
Sucb

solicitations sbau iaenir['in"-Jr*rr"i"r, ".rio 
or eJn *.*urtr *L L eugibl€ canfidates and the

deadtine (specific a"t" -a.ti*t; It^y*t-1iiJ:frfi; 
rnto ut ttt"inta bv the Ndninatins

2.1. Reporl rhe 19 shall suu111,1-:tl*i:";tffi?$

tff,ffiJ;"ffi ;, ,*v u. ,.nt to the Active Menrbers.

1.3'ValidityofNominatipns.Y.q:.'Y]@gthenominations,tlreNominating.Commiueesball
scrutinize ',a 

aa"rffiG-u"tidity of *"rrl.",,'i*aion. In orao t be a valid nomination' the

nomination rorm must be siened -a ,oo'Tl"t .r'l****;"ffim--til."* 
*

l:ffiT1iiit#*T"',ffi1$'i"ffi ffi;i ;; i;;'d' r"' G nomination to be varid'

1 A aramrrnoe of Nomuati@s upor determining +t q1*":-t-T:*:ff*tffiS*rff
for their accePtance or decline of

;i;#i".,t"'*,""fr 
'j,JJ:-4g**#m'fff"#m'*HtrSff#

ooti*,ion either in Person atthe meetmg o

Meetingbeforethestartoftheelection'
to date.

ffifJl;il uurid nominations received bv theNc

2. 2. Froor Nominatioqs' n1PY9T.nT:.*Tim':"ffi*f #I#ffiffit!?trffi ffi*?qT'nqrqiff:{Y:lkriln#3g"*."ffi:*x
;ffi:;n"ft *'f; sffi"Tffi .Ei"i]-{#}*"tg';;ff lg=il
3il*t**t"W':i'T*l.}H't1T?Ht-{1i$ilX**:orsuchnomineeslrthe::ffi ff[$:rffi; ffi ;ilffi Jaa r the Finar List or candidates'
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Nominating Committee (Continued)

Tlre bylaws also permit tlrat a member of the NC may be nominated from the floor after the NC has

submitted its report. The eligibilrty of such nominees shall be scrutinized and validated by other

members of the NC; or if all three NC memberc are nominated from the floor for various positions,

then fieir nominations shall be scrutrnrzed and validated by the President and Secretary.

2.3. Election Procedure. After tbe Final List of Eligible Candidates has been validated by the NC, th
Electoral Procedure can bqin. The Nominating Committee shall be the body responsible for

conducting the Electoral Process. The NC shall dAermine a time for the balloting procedure to start as

well as a time where the balloting procedure end. Every effort will be made to adbere to tbe timg but

the time may be extended under extenuating circumstances. In addition, tbe NC may solicit support of
Active Members to assist in disfibution of ballots, countlng of ballots, and other elecioral relafed

procedures.

In ur effort to make tle electoral procedure transparent and harmo*ous, candidates may appoint

representatives or Observem, who shall monitor the balloting and counting procedures to ensure hir
elictions. Each Observer shall be an Active Member who is not currenfly a position holder in MCC

and who is not a candidarc in the election.

The elections will be conducted in the following mailter:

(a) Each Active member shall go to a location allocated by the EC and shall receive a ballo(s),

depending on membership status. This location is where balloting will take place.

(b) Ballots shall only be given to those Active Members who are in good standing. Such a list shall be

provided to th€ NC by the Secretary, prior to the election.

(c) Active Mernbers who have been provided absentee ballots prior to the election shall not be givm

ballots at the Annual Meeting.

(d) Upon receipt of the ballot, each Active Member will open the ballot and vote for their choice of
candidates. A Final List of Candidates will be available for Active Members.

(e) After the Active Member bas voted for his/trer choice of candidates, the ballot will be sealed and

placed in the ballot box.

(0 Once the election has elapsed all non-collected ballots witl be placed in a box and sealed. In

addition, tbe ballot box will be sealed and locked. This shall be done by the Chairman of the

Nominating Conunittee and shall be witnessed by nrmbers of the NC and any other Active

Member, cardidate or not, urho is interested. ,
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PUBLIC RELATIONS COMMITTEE

cherter: To disseminate information about MCC activities to its menrbers, tbe Muslim conununity'

o6e1' orgarri-tio*, ar16[,b, public at large, througb publications, meetings' and other means'

Responsibilities:

l. Keep tbe menrbers informed of ongoing and planned activities at the Mcc, by various mEatrs'

including publishing aNewsletrer on a regular basis'

2. Establish contac"ts with local Islamic Centers and similar organizations, and with non'Muslim

oryafiations; and exchange information with tbem on issues of mutual interest'

3. Olrri* meetings and firnctions to promote a positive image of the MCC in the commtrnity' (May

do this tbrough a Subcommittee or in collaboration with other Committees')

Policies and Procedures:

l. Newsletter:

(a) Blitorial Policy: Policy about content (MCC, con[nunity news' and mat€rial related to the

community ..*"a ui MCC); controversy; open to all view points (l*ten to editor are

welconrc).

(b) Editorial Committee: Formatioq composition, duties, etc': Up to the Committee Chairman'

G) Frequency: Publish the Newsletter at least four times a y€ax (preferably six times a y€ar)

(d) Publication: choose an arrangernent (commercial press' or self-publishing) that gives the best
' - 

qualtty and Price-

2. Relations with Other Csrters and Organizations

(a) Identify specific individrals at local Islamic centers and Muslim organizations who are to be

our contacts.

(b)ExcharrgeirrformationwitheachCerrterororganizationthroughcorrespondence,and/or
arrange meetingp once a y€ar or more ofteq as appropriate'

3. Community Relatiotls:

(a) Hold open Forums or Tornm-Meetings, where |I!! elected officials meet with Mcc Members

and with *.rU*t of the commuoity; hrge. Hold such meetings at least tUnce a year'

ft) Prepare lists of issues discusse4 suggestions from the audiencg and actiors proposed by the

MCC electedofficials.

(c) Track the progress made towards the proposed actions'

(d)Submitresultsofthemeeting(s)totheEditoroftheNewsletter.

4. Publication and Other Public Relations:

(a) Publistr naterial to disseminate information about Mcc and/or the Muslim community' e'g''

brochures,specialsouvenirsforMCCevents,positionpapers,etc.

(b) Conduct public relatims by utilizing other medi4 e'g', Web Home P4ge' e'mail' TY' radio'
, - 

Iot".rt, conferences of other Muslim organizations, etc.
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RELIGIOUS AFFAIRS COMMITTEE

Charter: To organize and supervise religious activities at the MCC, and to'advise the BoD and BoT
"' on religious matter after consulting with appropriate scholars and organizations.

Responsibilities:

l. Make arrangements to hold congregational prayers on Fridays, Eids, Taraweehs, and other special
occasions.

2. Select the trnams for various congregational prayers, and discuss with them the topics to be
addressed. Inform them of tbe MCC policy to emphasize positive teachings and to avoid sectarian
controversies and other divisive topics.

3. Monitor and regulate the activities in and around the Masjid (including distribution of leaflets,
appeals for funds, etc.), to e$rure compliance with the Board's Policies and Procedures for Non-
sponsored Activities (Swtions 2.7 and 5.4 ofthe P&P Manual).

i'. 4. Consult Islamic organizations and scholars about sighting of the moon, and determine the dates of
Ramadan andEids.

"5. Review and waluaie ?akat applications, and recommend needy individuals and organizatios to
'' the BoD and BoT for distribution of funds. Perform a similar fimction for distribution of Fitra and

Sadat ftnds. (Ihese responsibilities may b€ assigned to a Subcommittee on Fitr4 Sadaqe and

* i ,' ZAI<4,.)

. : '6. Conduct the search for a Full Time hnam" as needd and recommend a suitable candidate to the

Boards for appoinuneng along with a deScription of his duties, remuneration, and other terms.

7. Arrange lectures and discussion groups o provide general guidance to members on religious

rnatters.

8. Collect information on religious issues refened to the Committee by the BoD and BoT, and advise

the Boards.

Procedures: To be developed/ reviewed/ updated

l. Committee Composition, etc. (It will include the Chairman, at least ore Trustee and one Directoq
the ImarU plus others members.)

2. Subcommittee on Frtra Sadaqa, andZabt: Compositio4 etc.

3. Procedures for Tatat: Criteria for selection of persons or organizations to receive these firnds;

Schedule for action; etc.

4. Procedures for Fitra: Criteria for distribution of these fitnds, schedule, etc.

5. Procedures for Sadaqa: Criteria for distribution, etc.
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socrAl 4FrD CULTURAL COMMTTTEE

Charter: To org;anize social and culnrral activities of interest to MCC menrbers.

Responsibilities:

l. Orgranize dinners and/or speciat firnctions to celebrae namaaan" Eids, and other religians
occasions.

2. Organize community pot-luck diilrerc, prderably on a montlrly basis.

3. Arrange literary and cultural events, with participation by a variety of ethnic groups from the
commuuity.

Procedures: To be developed/ reviewed/ updated

i. Committee Formation. (Include members from several countries, with different backgrounds.)

2.. Schedule: Identi$ special occasions, and choose dates to hold special firnctions.

'3. 
Coordination: Get other Commitres involved (Membership, Fundraising; Retigious Aftirs, Public
Relations, etc.)

4. Planning and Implementation: Assign responsibilities for various aspects ofthe special ev@ts.
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